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Welcome to PARIS  
 
Introduction  

  

Each year, public authorities subject to various sections of the Public Authorities Law, General Municipal 
Law and OSC Regulations are required to submit specified reports to the Authority Budget Office (ABO) 
and the Office of the State Comptroller (OSC). To support these reporting activities, the ABO and OSC 

have developed a comprehensive on-line reporting system, known as the Public Authorities Reporting 
Information System (PARIS). This system combines the data needs of both offices into a common 
reporting format and eliminates the need for public authorities to make multiple filings of the same 
information. PARIS allows public authorities to enter information into a structured Internet-based 
application and to make a single simultaneous electronic submission to both the ABO and OSC. 

  

The PARIS system was developed to be an easy, efficient, and cost-effective way for public authorities to 
meet their statutory reporting requirements. The application is configured to provide users with: 

  

• A common look and feel for all users,  

• Simple login and navigation processes,  

• Easily accessible on-line help,  

• Access to all information and functions authorized by their privileges (roles),  

• The ability to capture both structured and unstructured data, 

• Timely responses to routine and complex queries,  

• Automatic email notification of reporting obligations, confirmation notices (when input is received and 
accepted), as well as other timely and relevant information.  
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 Conventions used in this Document  

  

This document is arranged in sections generally representing each functional area of the PARIS 
application. Each section is further divided into sub-sections depending on the level of detail required to 

complete the procedure.  

  

Screens shown in this document are for illustration purposes only. Data displayed does not represent 
actual data contained in the system.  

  

The table below describes the unique formatting used to indicate specific text elements found throughout 
the document.  

Item Description Example 
Web Page Titles The name assigned to a specific 

web page. With the exception of 
Figure Captions, they are shown 
enclosed in quotation marks and 
followed by the word “page.” 

“Enter Password” page 

Tab Names Tabs appearing at the top of the 

web page used to access specific 
application functions. Tab names 
are shown enclosed in quotation 
marks and followed by the word 
“tab.” 

“My Authority” tab 

Buttons Buttons used for navigation that 
appear on browser pages are 
enclosed in [square brackets] and 
bold text. 

[Submit] [Cancel] [New] 

Links Links used for navigation that 
appear on browser pages. Links are 
shown with the link name 
underlined 

View, Modify, Delete  

Notes Important information presented to 
assist in completing required 
actions. Notes are shown in bold 
italic text. 

Note: Only one Chairperson 
may be selected for each 
Board. 

* (Asterisk)  Used on web pages to indicate 
fields that must be filled before 
further action can take place 
(Required fields). 

*OSC Classification 

Field Names  Names of data fields. Those 
appearing in plain procedure text 
are shown in bold text followed by 
the word “field.” Those appearing in 
“Note” text are shown in plain text 
followed by the word “field.” 

Enter the expiration date in the 
Expiration Date field  
Or  
Note: You must enter the 
expiration date in the Expiration 
Date field.  

Tips Information provided to assist 
users in using the application. Tips 
are shown enclosed in a shaded 
box. 

Tip: You may search using any 
search criteria  
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 General Application Instructions (Tips)   

 
 

Using the PARIS application 

  

  

Tip: You cannot use your browser “Back” button to navigate within the PARIS application. To go back, use 

[Cancel] or the [Back] button found on the PARIS application pages to return to the previous application 

page.  

  

  

Navigational Devices 

The following table lists the types of navigational devices within the PARIS application that provide access 
to the functions which enable users to create, view, modify, or delete data according to their roles.  

Type Name  Purpose 

Tab Various Tabs appear at the top of the web page and provide 

access to high level application functions such as, 

“Search for Authority”, “Authority Home Page”, 

"Annual Report", and others. In addition to the tabs 

found at the top of the page, there are three tabs 

which appear at the bottom of each page. These tabs 

allow users to contact OSC for help "Contact Us", 

review the “Terms and Conditions” or review the OSC 

“Privacy Policy.” 

  

[Buttons] are found on most application pages. They allow users to navigate to 

pages where information may be viewed, added, modified, or deleted. They also 

allow users to move backward and forward in multi-page tables and between pages 

and perform other functions. Below is list of the most common buttons found in the 

application and the actions they perform. 

  

Button [New] Takes the user to a page where new data may be 

entered into the system. 

Button [Reset] Clears any data from fields on the page. Found on 

search pages to allow users to do multiple searches 

without leaving the page. 

Button [Submit]  
Initiates a search using the information entered in 

search fields and displays the results. Also used on 
the “Submittal” pages to submit or certify data.  

Button [Save] Saves field data to the system repository and returns 

users to the first page of the portlet. 

Button [Cancel] Exits the page without saving any data that may 

have been entered and returns to the first page of 

the portlet. 

Button [Next] Used on Search Results pages that return more than 

20 entries to allow users to navigate to the next set 

of results. 
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Button [Previous] Used on Search Results pages that return more than 

20 entries to allow users to navigate to the previous 

set of results. 

Button [Back]* Returns to the previous page in a series data entry 

forms.  

Button [Add] Adds a record to a table. 

Button [Delete] Deletes data. 

Button [Print] Sends an image of the screen to the printer. 

Radio Buttons are used to allow the user to choose a yes or no answer to questions 

or indicate a category such as, Business or Individual, or National or Foreign, etc.  

Table Action Links are found in data tables and allow users to navigate to pages 

where information may be viewed, added, modified, or deleted. They also are used 

when selecting a fiscal year in tables containing more than one fiscal year’s data. 

Below is list of the most common table action links found in the application and the 

actions they perform. 

Table Action 

Link 

New Takes users to pages where new data may be 

entered into the system. 

Table Action 

Link 

View Takes users to pages where they may view 

information about the table row. 

Table Action 

Link 

Modify Takes users to pages where they may modify 

information about the table row. 

Table Action 

Link 

Delete Takes users to pages where they may delete 

information about the table row. 

Table Action 

Link 

Select Allows users to select a specific fiscal year’s 

information from a data table. 

Links most often are displayed after certain tabs are selected. Links are usually 

displayed on the left of the page. In some cases, selecting a link will cause additional 

sub-links to be displayed. Links allow users to navigate to pages where information 

may be viewed, added, modified, or deleted.  

* The [Back] button found on application pages screens acts within the PARIS application only. Do not 
confuse the [Back] button within PARIS it with your browser’s Back button. 
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Search for Authority  

Overview 

This feature allows authorized PARIS users to search for a public authority in the PARIS repository, using 
given criteria. For non-authority users, the system will display the Search for a Public Authority page 
immediately after successfully logging into PARIS. Authority users will select the “Search for Authority” 
tab. Search criteria must be typed or selected in the fields provided. After search criteria are entered, the 
user selects [Submit] to display the search results. Search results are sorted by Authority Name. The 
previously entered search criteria will continue to be displayed in search criteria fields on the screen.  

  

Authorized users can also enter information on new authorities in PARIS by selecting [New].  

  

  

Search for Public Authority 

Navigation 

Select the “Search for Authority” tab and select [New] to go to the “Enter Authority” page.  

 

1. Enter information in one or more of the fields to search for an authority. Enter more information 

to narrow your search.   (Note: At least one searchcriterion must be entered for the search.) 
 
 Wildcard Search: Searches can be performed using the “?” as a wildcard. The wildcard can be 
used in the place of one or more characters in the search string. Partial name searches must 
include the wildcard. 

2. Select [Submit] to initiate the search, [Reset] to clear the Search fields and Search Results, 
or [New] to go to the “Create Authority” page. 

OSC classifies public authorities in one of the following categories:  
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 Class A-Statewide Significance = Entities with statewide or regional significance and their 

subsidiaries.  

 Class B-Regional Significance or Affiliated with a State Agency = Entities created by or 
affiliated with a state agency, that have limited jurisdiction but a majority of Board appointments 
made by state officials.  

 Class-C Local Jurisdiction = Entities with local jurisdiction.  

 Class-D Interstate or International = Entities with interstate or international jurisdiction and 
their subsidiaries.  

ABO classifies public authorities in one of the following categories:  

 State 

 Local 

 Local - IDA 

 Local - LDC 

 N/A 

  

Enter Authority  

  

Navigation 

Select the “Search for Authority” tab and select [New] to go to the “Enter Authority” page. 
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1. Enter the authority information. Fields with “*” are required. 

  

2. Answer the questions by selecting “Yes” or “No” radio buttons or by entering text. Questions with * 
are required. 
  

3. Select [Save] to save and go to the “Search for Authority” or [Cancel] to return to the “Search 
for Authority” page. 
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OSC Audits and Reports  

Overview 

This feature allows authorized PARIS users to search for and display information about public authority 
audits and reports that have been published by OSC. For both OSC audits and OSC reports, the link to the 
published audit or report on the OSC web site is displayed.  

Authorized users can enter and modify information on public authority audits and reports using this 
function.  
 

  

OSC Audits Search 

Navigation 

 
Select the “OSC Audits & Reports” tab to go to the “OSC Audits Search” page. The page displays all 
available audits. To find a specific audit: 
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1. Enter the appropriate criteria into the fields. 

  

2. Select [Submit] to initiate the search, [Reset] to clear the fields or [New] to go to the “Enter 
OSC Audit” page. 

3. Select [Previous] and [Next] to navigate if the results set is 20 or more. 

4. Select  View to go to the “View OSC Audit” page, Modify to go to the “Modify OSC Audit” page or 
Delete to go to the “Delete OSC Audit” page. 

Enter OSC Audit 

Navigation 

Select [New] on the “OSC Audits Search” page to go to the “Enter OSC Audit” page.  
 

 

1. Enter information in the fields. Fields with “*” are required. 
  

2. Select [Save] to save changes and return to the “OSC Audits Search” page or [Cancel] to go to 
the “OSC Audits Search” page. 

View OSC Audit  

Navigation 

Select View on the “OSC Audits Search” page to go to the “View OSC Audit” page.  
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1. Review the information. 

  

2. Select [Modify] to go to the “Modify OSC Audit” page or [Cancel] to return to the “OSC Audits 
Search” page. 

  

Modify OSC Audit 

Navigation 
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Select Modify on the “OSC Audits Search” page to go to the “Modify OSC Audit” page.  
 

 

1. Update the information in the fields. Fields with “*” are required. 

  

2. Select [Save] to save changes and return to the “OSC Audits Search” page or [Cancel] to go to 
the “OSC Audits Search” page. 

Delete OSC Audit 

Navigation  
Select Delete on the “OSC Audit List” page to go to the “Delete OSC Audit” page. 



  State of New York   

      

20 

PARIS User Manual 

 

1. Review the information. 

  

2. Select [Delete] to delete the audit record and return to the "OSC Audits Search" page or 
[Cancel] to return to the “OSC Audits Search” page. 

  

  

  

  

OSC Reports List 

Navigation 

Select the “OSC Audits & Reports” tab to go to the “OSC Audits Search” tab. Select the “OSC Reports” tab 
to go to the “OSC Reports List” page. 
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1. Select [New] to go to the “Enter OSC Report” page. 

  

2. Select  View to go to the “View OSC Report” page, Modify to go to the “Modify OSC Report” 
page, Delete to go to the “Delete OSC Report” page. 

Enter OSC Report 

Navigation 

Select [New] on the “OSC Reports List” page to go to the “Enter OSC Report” page. 
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1. Enter information in the appropriate fields. Fields with “*” are required. 

  

2. Select [Save] to save and return to the “OSC Reports List” page or [Cancel] to return to the 
“OSC Reports List” page without saving information. 

View OSC Report 

Navigation 

Select View on the “OSC Reports List” page to go to the “View OSC Report” page. 
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1. Review the information. 

 

2. Select [Modify] to go to the “Modify OSC Report” page, [Cancel] to return to the “OSC Reports 
List” page. 

Modify OSC Report 

Navigation 
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Select Modify on the “OSC Reports List” page to go to the “Modify OSC Report” page.  

 
 

1. Update the information as appropriate. Fields with “*” are required. 

  

2. Select [Save] to save and return to the “OSC Reports List” page or [Cancel] to return to the 
“OSC Reports List” page without saving information. 

Delete OSC Report 

Navigation 

Select Delete on the “OSC Reports List” page to go to the “Delete OSC Report” page. 
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1. Review the information. 

  

2. Select [Delete] to delete the report or [Cancel] to return to the “OSC Reports List” page. 
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Administrative Messaging Tool  
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Administrative Messaging Tool 

Navigation 
Select the “Admin” tab to go to the “Administrative Messaging Tool” list page. 

 
  

1. Select [New] to go to the “Create New Admin Message” page.  
  

2. Select the  View link next to a specific board member to go to the “View Admin Message” page, 
Modify to go to the “Modify Admin Message” page, or Delete to go to the “Delete Admin Message” 
page.  

  



  State of New York   

      

28 

PARIS User Manual 

Create New Admin Message 

 Navigation 
 Select [New] on the “Administrative Messaging Tool” page to go to the "Create New Admin Message” 

page. 

 
  

1. Enter the admin message information. Fields with “*” are required. 
  

2. Select [Save] to save and go to the “Administrative Messaging Tool” page or [Cancel] to discard 
changes and return to the “Administrative Messaging Tool” page. 
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View Admin Message 

Navigation 
Select view next to a record on the “Administrative Messaging Tool" list page to go to the “View Admin 

Message” page. 

 
  

1. Review the admin message information. 
  

2. Select [New] to go to the “Create New Admin Message” page, [Modify] to go to the “Modify Admin 
Message ” page, or [Cancel] to return to the “Administrative Messaging Tool" list page. 
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Modify Admin Message 

Navigation 
Select Modify next to a specific record on the “Administrative Messaging Tool” list page or [Modify] on the 
"View Admin Message" page to go to the “Modify Admin Message” page. 

 
  

1. Update the admin message information. Fields with “*” are required. 
  

2. Select [Save] to save the admin message and go to the “Administrative Messaging Tool” list page 

or [Cancel] to discard changes and return to the “Administrative Messaging Tool” list page. 
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Delete Admin Message 

Navigation 
Select Delete next to a specific record on the “Administrative Messaging Tool” List page to go to the “Delete 

Admin Message” page.  
  

 
  

1. Review the admin message information. 
  

2. Select [Delete] to delete the record and go to the “Administrative Messaging Tool” list page or 
[Cancel] to return to the “Administrative Messaging Tool” list page without deleting the record. 
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Authority Information 

  

  

  

View Authority 

  

Navigation 

Select the "Authority Information" Tab to go to the "View Authority" page. 
 

 
 

1.  Review the authority information. 

 

2.  Select [Modify] to go to the “Modify Authority” page. 
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Modify Authority 

Navigation 

Select [Modify] on the “View Authority” page to go to the “Modify Authority" page. 
 

 

1. Update the authority information. Fields with “*” are required. 

  

2. Select  [Save] to save the information or [Cancel] to return to the “View Authority" page. 
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Authority Home Page  

Authority Home Page 

Navigation 

The "Authority Home Page" can be accessed by clicking on the View link on the "Search for Authority" 
page or on login if the user is linked to a public authority. 

 

1. Authority  contacts are listed in the table at the bottom of the page.  

2. Select  [Modify] to go to the "Modify Authority Home Page." 

3. Select [Cancel] to go to the "Search for Authority" page. This button will only be available from 
the "Search for Authority" tab. 
  

Modify Authority Home Page 

Navigation  

Select [Modify] on the "Authority Home Page" page to go to the "Modify Authority Home Page". 
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1. After editing the contact information click on the [Update to List] button to save your changes to 
the contact list or [Clear] to remove the information in the contact information fields. 
  

2. Click Modify under the Action column for the list of contacts to update that record, or Delete to 
remove it. 

  

3. Select [Save] to save the information and go to the "Authority Home Page" or [Cancel] to discard 
changes and return to the "Authority Home Page". 
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Create Subsidiary Relationship 

  

Overview 

Using this function authorized PARIS users can view and maintain parent-subsidiary relationships between 
authorities in PARIS. A list of all subsidiary relationships can be viewed for an authority, and relationships 
can be created or deleted using these screens. 
 

Subsidiary List 

Navigation 

Select the “Create Subsidiary Relationship” tab.  

 

  

1. Select Delete to go to the “Delete Subsidiary Relationship” page. 

2. Select [New] to go to the “Search for an Authority” page, [Previous] to view the previous 
records or [Next] to view the next group of records. 

Create Subsidiary Relationship  

Navigation 

Select [Create Subsidiary Relationship] at the bottom of the "View Authority" page to add the 
relationship between the subsidiary and parent authority and go to the “Create Subsidiary Relationship” 
page.  
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1. Select [Save] to submit the request to create the relationship and return to the “Subsidiary List” 
page or [Cancel] to return to the “Search for Authority” page.  

  

Delete Subsidiary Relationship  

Navigation 

Select Delete from the "Subsidiary List page to go to the "Delete Subsidiary Relationship" page. 
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1. Select [Delete] to go to Delete the Subsidiary Relationship and return to the "Subsidiary List" 

page or [Cancel] to return to the “Subsidiary List” page without deleting the subsidiary 
relationship. 
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State Financial Assistance 

 Overview 

The State Financial Assistance screens in PARIS display information on State Financial Assistance to Public 
Authority information that has been entered into PARIS. The information is by authority, and is by State 
fiscal year. 

  

Select State Fiscal Year End Date 

  

Navigation 

Select the “State Financial Assistance” tab to go to the “Select State Fiscal Year End Date” page. 
 

 

1. Click Select next to a Fiscal Year from the list to go to the “Enter State Financial Assistance” page. 

  

Enter State Financial Assistance   

Navigation 

When no state financial assistance information has been entered for the selected authority in the selected 
fiscal year, select the “State Financial Assistance” tab and then select the appropriate Fiscal Year from the 
list to go to the “Enter State Financial Assistance” page. (If there is already financial assistance 
information entered for the selected authority in the selected fiscal year, the system will go to the “View 
State Financial Assistance” page.) 
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1. Enter the state financial assistance information in the fields. 

2. Select [Save] to save and go to the “View Sate Financial Assistance” page, or [Cancel] to 
discard any changes and return to the “Select State Fiscal Year End Date” page. 

View State Financial Assistance 

Navigation 

When state financial assistance information has been entered for the selected authority in the selected 
fiscal year, select the “State Financial Assistance” tab and then select the appropriate Fiscal Year from the 
list and you will go to the “View State Financial Assistance” page. 
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1. Review the state financial assistance information in the fields. 

2. Select [Delete] to go to the “Delete State Financial Assistance” page, [Modify] to go to the 
“Modify State Financial Assistance” page, or [Cancel] to return to the “Select State Fiscal Year 
End Date” page. 

  

  

Modify State Financial Assistance 

Navigation 

Select [Modify] on the “View State Financial Assistance” page to go to the “Modify State Financial 
Assistance” page. 
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1. Update the state financial assistance information in the fields. 

 

2. Select [Save] to save and return to the “View State Financial Assistance” page or [Cancel] to 
discard any changes and return to the “View State Financial Assistance” page. 

  

Delete State Financial Assistance 

Navigation 

Select [Delete] on the “View State Financial Assistance” page to go to the “Delete State Financial 
Assistance” page. 
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1. Review the state financial assistance information in the fields. 

 

2. Select [Delete] to remove the record and return to the “Select State Fiscal Year End Date” page 
or [Cancel] to return to the “View State Financial Assistance” page. 
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Annual Report 

Overview 

 
The Annual Report tab is the entry point to public authority annual report data submittals by public 
authority fiscal year.  

Public authorities that are required by Section 2800 of the Public Authorities Law or Sections 30 and 859 
of the General Municipal Law file their annual reports, including information on their operations, finances, 
indebtedness, compensation and benefits, property transactions, internal controls and other management 
activities, policies and governance practices, using this tab and the screens that follow. Information 
required by Sections 2806 (Personnel Schedule) and 2897 (Property Report) of the Public Authorities Law 
is also submitted using the Annual Report screens in PARIS.  

Note: Authorities are not considered to be in compliance until the CEO, CFO or another designated official 
of the Public Authority acknowledges that the information contained in this submission is complete and 
accurate using the Annual Report Submittal link. 

 
 

Select Fiscal Year 

 

Navigation 

Select the "Annual Report" tab to view the available reports. 
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To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 
document of entered data that can be saved or printed, use the Report link in the Action column for the 
appropriate fiscal year.  

Governance Information (Authority-Related) 

Overview 

 
As part of the Annual Report submittal, authorities are asked to provide authority-related governance 
information. The Governance Information (Authority-Related) link displays screens that authorized users 
can use to enter or view this information for the currently selected fiscal year.  

  

Enter Governance Information (Authority-Related) 

  

Navigation 

 
If no governance information has been entered for the selected public authority for the selected fiscal 
year, select Governance Information (Authority-Related) from the list on the left to go to the “Enter 
Governance Information (Authority-Related)” page. 
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1. Enter the governance information. All questions with an “*” are required. 

  

2. For the questions that request a URL link, enter the URL link. 
  

3. Select [Save] to save the information and go to the “View Governance Information (Authority-
Related)” page. 

View Governance Information (Authority-Related) 

Navigation 

If governance information has been entered for the selected public authority for the selected fiscal year, 
select Governance Information (Authority-Related) from the list on the left to go to the “View Governance 
Information (Authority-Related)” page. 
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1. Review the governance information. 

  

2. Select [Modify] to go to the “Modify Governance Information (Authority-Related)” page, or 
[Delete] to go to the “Delete Governance Information (Authority-Related)” page. 

Modify Governance Information (Authority-Related) 

Navigation 

Select [Modify] on the “View Governance Information (Authority-Related)” page to go to the “Modify 
Governance Information (Authority-Related)” page. 
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1. Update the governance information. 

  

2. Select [Save] to save and go to the “View Governance Information (Authority-Related)” page or 
[Cancel] to discard changes and return to the “View Governance Information (Authority-
Related)” page. 

  

Delete Governance Information (Authority-Related) 

Navigation 

Select [Delete] on the “View Governance Information (Authority-Related)” page to go to the “Delete 
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Governance Information (Authority-Related)” page. 

 

1. Review the governance information. 

  

2. Select [Delete] to delete the information and go to the “Enter Governance Information 
(Authority-Related)” page or [Cancel] to return to the “View Governance Information 
(Authority-Related)” page. 
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Governance Information (Board Related)  

Overview 

 
As part of the Annual Report submittal, authorities are asked to provide Board-Related governance 
information by answering general questions on Board policies, meetings and other items. The Governance 
Information (Board-Related) link displays screens that authorized users can use to enter or view this 
information for the currently selected fiscal year.  
 

Enter Governance Information (Board-Related) 

Navigation 

 
If no governance information has been entered for the selected public authority for the selected fiscal 
year, select Governance Information (Board-Related) from the list on the left to go to the “Enter 
Governance Information (Board-Related)” page. 
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1. Enter the governance information. All questions with an “*” are required. 
  

2. For the questions that request a URL link, enter the URL link. 
  

3. Select [Save] to save and go to the “View Governance Information (Board-Related)" page. 
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View Governance Information (Board-Related) 

Navigation 

If governance information has been entered for the selected public authority for the selected fiscal year, 
select Governance Information (Board-Related) from the list on the left to go to the “View Governance 
Information (Board-Related)” page. 
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1. Review the governance information. 

  

2. Select [Modify] to go to the “Modify Governance Information (Board-Related)” page, or 
[Delete] to go to the “Delete Governance Information (Board-Related)” page. 

  

Modify Governance Information (Board-Related) 

Navigation 

Select [Modify] on the “View Governance Information (Board-Related)” page to go to the “Modify 
Governance Information (Board-Related)” page. 
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1. Update the governance information. 
  

2. Select [Save] to save the information and go to the “View Governance Information (Board-
Related)” page or [Cancel] to discard changes and return to the “View Governance Information 
(Board-Related)” page. 
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Delete Governance Information (Board-Related) 

Navigation 

Select [Delete] on the “View Governance Information (Board-Related)” page to go to the “Delete 
Governance Information (Board-Related)” page. 
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1. Review the governance information. 

  

2. Select [Delete] to delete the information and go to the “Enter Governance Information (Board-
Related)” page or [Cancel] to return to the “View Governance Information (Board-Related)” 
page. 

  

Board of Directors 

  

Overview  

As part of the Annual Report submittal, authorities are asked to provide specific information on 
their Boards of Directors, including each Board position, whether filled or vacant, Board 
member information, and information about the term of the position. The Board of Directors 
link displays screens that authorized users can use to enter or view this information for the 
currently selected fiscal year. Board of Directors information can also be copied forward from a 
prior fiscal year if it was previously entered. 

Board of Directors List  

Navigation  

Select the "Annual Report" tab and click on the Board of Directors link on the left. 

 

  



  State of New York   

59 
PARIS User Manual 

  

1. Select [New] to go to the “Enter Board Member” page or [Copy Forward] to go to the "Select 

Source Year" page.  
  

2. Select the  View link next to a specific board member to go to the “View Board Member” page, 
Modify to go to the “Modify Board Member” page, or Delete to go to the “Delete Board Member” 
page.  

Enter Board Member 

  

Navigation 

 
Select [New] on the “Board of Directors List” page to go to the “Enter Board Member” page. 
 

 

1.  Enter the board member’s information. Fields with “*” are required.  

2. Enter the date in the format mm/dd/yyyy.  

3. Select [Save] to save and return to the “Board of Directors List” page or [Cancel] to discard any 
changes and return to the “Board of Directors List” page.  

View Board Member  

Navigation 

 
Select View next to a specific record on the “Board of Directors List” page to go to the “View Board 
Member” page. 
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1. Review the board member information. 

  

2. Select [New] to go to the “Enter Board Member” page, [Modify] to go to the “Modify Board 
Member” page, or [Cancel] to return to the “Board of Directors List” page.  

  

Modify Board Member  
  

Navigation 

 
Select Modify next to a specific record on the “Board of Directors List” page or [Modify] on the “View 
Board Member” page to go to the “Modify Board Member” page.  
  

 



  State of New York   

61 
PARIS User Manual 

  

1. Update the board member information. Fields with “*” are required. 

   

2. Enter the date in the format mm/dd/yyyy.  

 Tip: Select the calendar feature to open the month by month calendar window. Use the drop 
down lists to select the appropriate month and year. Select the day. This information will then 
automatically populate the field. 

3. Select [Save] to save and return to the “Board of Directors List” page or [Cancel] to return to the 
“Board of Directors List” page.  

Delete Board Member 

  

Navigation 

 
Select Delete next to a specific record on the “Board of Directors List” page to go to the “Delete Board 
Member” page. 
  

 

1. Review the board member information.  

  

2. Select [Delete] to delete the record and go to the “Board of Directors List” page or [Cancel] to 
return to the “Board of Directors List” page without deleting the record.  

Copy Forward Board of Directors 

Navigation 

Select [Copy Forward] on the “Board of Directors List” page to go to the “Select Source Year” 
page. 
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 From the "Select Source Year" list click the  Select  link to choose the source year to copy forward or click 
the [Cancel] button to return to the previous page. 

 

Once the "Confirm Copy Forward"  page loads select [Submit] to perform the copy forward or [Cancel] 
to cancel the copy forward request and return to the previous page 



  State of New York   

63 
PARIS User Manual 

  

  

 

Click the [Refresh] to verify the status of the Copy Forward procedure. You will not be returned to the 
"Board of Directors List" page until the Copy Forward procedure has completed. 

Staff  

Overview 

 
As part of the Annual Report submittal, authorities are asked to provide specific information on their staff. 
The Staff link displays screens that authorized users can use to search, enter or view this information for 
the currently selected fiscal year. Staff information can also be copied forward from a prior fiscal year if it 
was previously entered, or it can be “bulk loaded” from an Excel spreadsheet based on a template 
available in PARIS.  

  

Search Staff 

Navigation 

Select the “Annual Report" tab. Select a Fiscal Year. Select Staff from the list on the left to go to the 
“Search Staff” page. 
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1. Enter the search criteria in one or more of the fields. To narrow your search, enter as much 
information as possible. Fields with “*” are required. 
 
Wildcard Search: Searches can be performed using the “?” as a wildcard. The wildcard can be 
used in the place of one or more characters in the search string. Partial name searches must 
include the wildcard. 
  

2. Select [Submit] to initiate the search, [Reset] to remove the information from the fields, 
[New] to go to the “Enter Staff” page,  [Bulk Load] to go to the “Bulk Load” page, [Copy 
Forward] to go to the “Select Source Year” page, or [No Staff] to go to the “No Staff 
Confirmation” page. 

  

Enter Staff 

Navigation 

Select [New] on the “Search Staff” page in the Results section or [New] on the "View Staff" to go to the 
“Enter Staff” page. 
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1. Enter the staff information. Fields with “*” are required. 

  

2. Select [Save] to save the new staff information and go to the “Search Staff” page or [Cancel] 
to discard changes and return to the “Search Staff” page. 

View Staff 

Navigation 
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Select View next to a specific record on the “Search Staff” page to go to the “View Staff” page. 
 

 

1. Review the staff information. 

  

2. Select [New] to go to the “Enter Staff” page, [Modify] to go to the “Modify Staff” page, or 
[Cancel] to return to the “Search Staff” page. 

Modify Staff 

Navigation 

Select Modify next to a specific record on the “Search Staff” page or [Modify] on the "View Staff" page to 
go to the “Modify Staff” page. 
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1. Update the employee information. Fields with “*” are required. 

  

2. Select [Save] to save the staff information and go to the “Search Staff” page or [Cancel] to 
discard changes and return to the “Search Staff” page. 

Delete Staff 

Navigation 

Select Delete next to a specific record on the “Search Staff” page to go to the “Delete Staff” page.  
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1. Review the employee information. 

  

2. Select [Delete] to delete the record and go to the “Search Staff” page or [Cancel] to return to 
the “Search Staff” page without deleting the record. 

  

Bulk Load Staff 

Navigation 

Select [Bulk Load] on the “Search Staff” page to go to the “Bulk Load Staff” page. 
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1. Your data must be included in the Excel Template provided. Select the Bulk Load Procurement 

Contracts template link to download the template.  
 
The Excel templates are provided from within PARIS to help with the process of loading your data, 
but they alone cannot guarantee that the data you enter will be valid. Most cells in the Excel 
templates that are provided by PARIS have some level of validation, however, this validation only 
functions when you actually type data in the cell, whereas you will probably be copying data into 
the Excel sheet from some other source, such as an extract from your database. Because the bulk 
loading of data is an overnight process, it is important that you understand the formats and values 
that the data should have before you submit the file for upload. It is highly recommended that you 
selectively check validation in rows that you have copied data into. There are popup comments in 
the Excel templates, and you may also log into PARIS and review the relevant fields that can be 
entered in the online screens. The input data must follow the same rules whether it is entered on-
line or by the bulk load facility.  
 
Other tips for bulk loading:  
 
-Columns whose names contain "*" are required and must have valid values for each record to be 
loaded. This will be consistent with the fields that are required by the on-line screens.  
-Do not enter blank lines in the spreadsheet, as a blank line (a line with no information) will be 
regarded as the end of the file. 
-Do not enter commas, letters or $ signs in numeric fields. Also do not enter values such as “N/A” 
or “-“ (hyphen) if there is no data for a field. This will trigger an error in the load if the field must 

be numeric.  
 
After you have completed entry of the data into the Excel worksheet/template, the worksheet must 
be saved as type "csv" in order to be uploaded to PARIS. To do this, select "Save As" from the 
"File" menu in Excel and select "CSV (comma delimited)" as the file type.  
 

2. Type the name of your saved data file into the area next to the "Select File" text area or click the 
[Browse] button to navigate to the file on your computer or network drive. 
 

3. Click [Submit] to upload the file or [Cancel] to cancel the operation. 
 

4. An email will be sent to you after the file has been processed indicating the status of the bulk load. 

Copy Forward Staff 

Navigation 

Select [Copy Forward] on the “Search Staff” page to go to the “Select Source Year” page. 
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From the "Select Source Year" list click the  Select  link to choose the source year to copy or click the 
[Cancel] button to return to the previous page. 

  

 



  State of New York   

      

72 

PARIS User Manual 

Once the "Confirm Copy Forward" page loads select [Submit] to perform the copy forward or [Cancel] to 
cancel the copy forward request and return to the previous page. 

  

 

Click the [Refresh] to verify the status of the Copy Forward procedure. You will not be returned to the 
"Board of Directors List" page until the Copy Forward procedure has completed 

  

No Staff Confirmation  

Navigation 

Select [No Staff] on the “Search Staff” page to go to the “No Staff Confirmation” page. 



  State of New York   

73 
PARIS User Manual 

  

 

 

1. Check the “Check here if the authority...” check box. 

  

2. Select [Save] to save and go to the “Search Staff” page or [Cancel] to return to the “Search 
Staff” page. 

  

Benefit Information  

Overview  
 
As part of the Annual Report submittal, authorities are asked to provide specific information on benefits 
for Board members and employees. The Benefits link displays screens that authorized users can use to 

search, enter or view this information for the currently selected fiscal year.   

Benefits List 

Navigation 

Select the “Annual Report” tab. Select a Fiscal Year. Select the Benefit Information link from the left side 
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1. Select [Modify] to go to the "Modify Benefits” page. 

  

Modify Benefits  

Navigation 

Select [Modify] on the “Benefits List” page to go to the “Modify Benefits” page. 
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1. Update the benefit information. 

  

2. Select [Save] to save and go to the “Benefits List” page or [Cancel] to discard changes and 
return to the “Benefits List” page. 

  

Subsidiary Verification  

Overview  
As part of the Annual Report submittal, authorities are asked to verify the accuracy of information on their 
subsidiaries that has been assembled by OSC. The Subsidiary Verification link displays screens that 
authorized users can use to enter or view this information for the currently selected fiscal year.  
 

Subsidiary/Component Unit List  

Navigation 

Select the “Annual Report” tab. Select a Fiscal Year. Select Subsidiary/Component Unit Verification from 
the list on the left . 
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1. Review subsidiary information. 

  

2. Answer the question using the “Yes” or “No” radio buttons. 
  

3. If you selected “Yes,” select [Save] and select another page to go to or exit the application. 
  

4. If you selected “No,” complete the fields with the requested changes information and select 
[Save] to save the information. 
  

5. Select [Add Subsidiaries/Component Units] to go to the “Subsidiary/Affiliate Creation” page 
or select [Delete Subsidiaries/Component Units] to go to the "Subsidiary/Affiliate 
Termination” page. 

Subsidiary/Component Unit Creation  

Navigation 

 
Select [Add Subsidiaries/Component Units] on the “Subsidiary/Component Unit List” page to go to 
the “Subsidiary/Component Unit Creation” page . 
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1. Enter the subsidiary/component unit creation information. Fields with “*” are required. 

  

2. Select [Save to List] to add to the “Subsidiary/Component Unit Creation List” or [Clear] to 
remove the information from the fields. 
  

3. Select Modify next to a specific record on the “Subsidiary/Component Unit Creation List” page to 
modify the record or select Delete to remove the record from the “Subsidiary/Component Unit 
Creation List”. 
  

4. Select [Return to Subsidiary/Component Unit List] to go to the “Subsidiary/Component Unit 
List” page. 

  

Subsidiary/Component Unit Termination  

Navigation 

Select [Delete Subsidiaries/Component Unit] on the “Subsidiary/Component Unit List” page to go to 
the “Subsidiary/Component Unit Termination” page . 
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1. Enter the subsidiary/Component Unit termination information. Fields with “*” are required. 

  

2. Select “Browse” to locate the document. 
  

3. Select [Save to List] to add the Subsidiary/Component Unit Termination or [Clear] to remove 
the information from the fields. 
  

4. Select Modify next to a specific record on the “Subsidiary/Component Unit Termination List” page 
to modify the record or select Delete to remove the record from the “Subsidiary/Component Unit 
Termination List”. 
  

5. Select [Return to Subsidiary/Component Unit List] to go to the “Subsidiary/Component Unit 
List” page. 

  

Summary Financial Information 

Overview  
As part of the Annual Report submittal, authorities are asked to enter Summary Financial Information for 
the fiscal year, including a Summary Statement Of Net Assets and a Summary Statement of Revenues, 
Expenses and Change In Net Assets. The Summary Financial Information link displays screens that 
authorized users can use to enter or view this information for the currently selected fiscal year.  
 

Summary Financial Information 

Navigation  
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Select the "Annual Report" tab and click on the Summary Financial Information link on the left. 
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1. Review the Summary Financial Information. 

2. Click Modify to go to the "Modify Summary Financial Information" page or Delete to go to the 
"Delete Summary Financial Information" page.  

3. Use the Click here for definitions link to view the definitions. 

Modify Summary Financial Information  

Navigation 

Select Modify on the “Summary Financial Information” page to go to the “Modify Summary Financial 
Information” page. 
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1. Review the Summary Financial Information and make your modifications. 

  

2. Use the Click here for definitions link to view the definitions. 
  

3. Click [Calculate Subtotals] to update the financial calculations. 
  

4. Click [Save] to save the information and go to the "Summary Financial Information" page or 
[Cancel] to go to the "Summary Financial Information" page without saving. 

Delete Summary Financial Information 

Navigation 

Select Delete on the “Summary Financial Information” page to go to the “Delete Summary 
Financial Information” page. 
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1. Review the Summary Financial Information and make your modifications. 

  

2. Use the Click here for definitions link to view the definitions. 
  

3. Click [Delete] to delete the information and return to the "Summary Financial Information" page 
or [Cancel] to go to the "Summary Financial Information" page without deleting. 
  

Current Debt 

Overview  
As part of the Annual Report submittal, authorities are asked to enter information about their outstanding 
debt and debt issuances, if applicable, for the reporting year. The Current Debt link displays screens that 
authorized users can use to enter or view this information for the currently selected fiscal year. 

Current Debt  

Navigation 

Select the “Annual Report” tab. Select a Fiscal Year. Select Current Debt from the list on the left to go to 
the “Current Debt” page. 
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1.  If both questions are answered “No,” select [Save] and exit the Current Debt function.  

  

2. If the answer to question 1 is “Yes” and the answer to Question 2 is “No,” select [Save] and then 
select the Schedule of Debt link and complete the schedule of debt function.  
  

3. If both questions are answered “Yes,” select [Save], then select the New Debt Issuances link to 
complete the new debt function, and then select the Schedule of Debt tab and complete the 
schedule of debt function.  
 

4. Answer the questions with the “Yes/No” radio buttons. 
 

5. Select [Save] to refresh the page and save the answers. 

  

  

New Debt Issuances List 

Navigation 

Select the New Debt Issuances link from the list on the left navigation bar to go to the “New Debt 
Issuances List” page. The Types of Debt are separated into the categories of “State Guaranteed,” “State 
Supported,” “Revenue” and “Conduit” in the list. 
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1. Select View next to a specific type of debt to go to the “View New Debt Issuance” page, Modify  to 

go to the “Modify New Debt Issuance” page, or Delete to go to the “Delete New Debt Issuance” 
page.  
  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [New] to go to the “Enter New Debt Issuance” page, [Previous] to view the previous 
records or [Next] to view the next group of records. 

  

Enter New Debt Issuance 

Navigation 

Select [New] to go to the “Enter New Debt Issuance” page from the "New Debt Issuances List" page. 

 
 

1. Enter the new debt issuance information. Fields with “*” are required. 

  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [Save] to save and go to the “New Debt Issuances” page or [Cancel] to discard changes 
and return to the New Debt Issuances” page. 
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View New Debt Issuance 

Navigation 

Select View next to a specific type of debt on the “New Debt Issuances List” page to go to the “View New 
Debt Issuance” page. 

 
 

1. Review the new debt issuance information. 

  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [New] to go to the “Enter New Debt Issuance” page, [Modify] to go to the “Modify New Debt 
Issuance” page, or [Cancel] to return to the “New Debt Issuances List ” page. 

Modify New Debt Issuance 

Navigation 

Select Modify next to a specific type of debt on the “New Debt Issuances List” page, or [Modify] on the 
“View New Debt Issuance” page to go to the “Modify New Debt Issuance” page. 
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1. Update the new debt issuance information. Fields with “*” are required. 

  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [Save] to save and go to the “New Debt Issuances List” page or [Cancel] to discard changes 
and go to the “New Debt Issuances List” page. 

  

Delete New Debt Issuance 

Navigation 

Select Delete next to a specific type of debt on the “New Debt Issuances List” page to go to the “Delete 
New Debt Issuance” page 
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1. Review the new debt issuance information. 

  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [Delete] to remove the record and go to the “New Debt Issuances List” page or [Cancel] to go 
to the “New Debt Issuances List" page. 

  

Schedule of Debt  

Navigation 

 
Select Schedule of Debt from the list on the left navigation bar to go to the “Schedule of Debt” page. The 
Types of Debt are separated into three categories of “State Obligation”,  “Authority Obligation”, and 
“Conduit” in the list. 
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1. Select View next to a specific type of debt to go to the “View Schedule of Debt” page,  Modify to go 
to the “Modify Schedule of Debt” page. 
  

2. Select Click here for Definitions to go to the “Debt Definitions” page. 
  

3. Select [New] to go to the “Enter Debt” page. 
 

4. Select [Refresh] to refresh the calculations on the page. 
  

  

Enter Debt  

Navigation 

  Select [New] on the “Schedule of Debt” page to go to the “Enter Debt” page. 
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1. Enter the debt information. Fields with “*” are required. 

  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [Save] to save and go to the “Schedule of Debt” or [Cancel] to discard changes and return 
to the “Schedule of Debt”. 

  

View Debt  

Navigation 

Select View next to a specific type of debt on the “Schedule of Debt" page to go to the “View Debt” page. 
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1. Review the debt information. 
  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [New] to go to the “Enter Debt” page, [Modify] to go to the “Modify Debt” page, or 
[Cancel] to return to the “Schedule of Debt” page. 

  

Modify Debt  

Navigation 

Select Modify next to a specific type of debt, or [Modify] on the “View Debt” page to go to the “Modify 
Debt” page 
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1. Update the debt information. Fields with “*” are required. 
  

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [Save] to save and go to the “Schedule of Debt” page or [Cancel] to discard changes and 
return to the “Schedule of Debt” page. 

  

Real Property  

Overview 

As part of the Annual Report submittal, authorities are asked to provide information on any real property 
of the authority having an estimated fair market value in excess of $15,000 that the authority either 
acquired or disposed of during the reporting period. The Real Property Acquisition/Disposal link displays 
screens that authorized users can use to search, enter or view this information for the currently selected 
fiscal year. Real property transaction information can also be “bulk loaded” from an Excel spreadsheet 
based on a template available in PARIS.  
 
 

Real Property Acquisition/Disposal List 

Navigation 

Select the “Annual Report” tab and select the Real Property Acquisition/Disposal link on the left side of the 
page to go to the “Real Property Acquisition/Disposal List” page. 
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1. Review the Real Property Acquisition/Disposal List.  

2. Navigate through the records by using the [Previous] and [Next] buttons as necessary. 
  

3. Select View next to a record to go to the “View Real Property Transaction” page, Modify to go to 
the “Modify Real Property Transaction” page or Delete to go to the “Delete Real Property 
Transaction” page. 
  

4. Select [New] to go to the “Enter Real Property Transaction” page, [Bulk Load] to go to the 
“Bulk Load Real Property Acquisitions/Disposals” page, or [No Transactions] to go to the “No 
Transactions Confirmation” page. 

  

Enter Real Property Transaction 

Navigation 

Select [New] on the “Real Property Acquisition/Disposal List” page to go to the “Enter Real Property 
Transaction” page. 
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1. Enter the real property transaction information. Fields with “*” are required. 

  

2. Select [Save] to save and go to the “Real Property Acquisition/Disposal List” page or [Cancel] 
to discard changes and return to the “Real Property Acquisition/Disposal List” page. 

  

View Real Property Transaction 

Navigation 

Select View next to a record on the “Real Property Acquisition/Disposal List” page to go to the “View Real 
Property Transaction” page 
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1. Review the real property transaction information. 

  

2. Select [New] to go to the “Enter Real Property Transaction” page, [Modify] to go to the 
“Modify Real Property Transaction” page, or [Cancel] to return to the “Real Property 
Acquisition/Disposal List” page. 

  

Modify Real Property Transaction 

Navigation 

Select Modify next to a record on the “Real Property Acquisition/Disposal List” page to go to the “Modify 
Real Property Transaction” page.  
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1. Review the real property transaction information. 
  

2. Select [Save] to save and go to the “Real Property Acquisition/Disposal List” page or [Cancel] 
to discard changes and return to the “Real Property Acquisition/Disposal List” page. 

  

Delete Real Property Transaction 

Navigation 

Select Delete next to a record on the “Real Property Acquisition/Disposal List” page to go to the “Delete 
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Real Property Transaction” page. 
 

 
 

1. Review the real property transaction information. 

  

2. Select [Delete] to remove the record and go to the “Real Property Acquisition/Disposal List” 
page or [Cancel] to return to the “Real Property Acquisition/Disposal List” page without deleting 
the record. 

  

Bulk Load Real Property Transactions 

Navigation 
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Select [Bulk Load] on the “Real Property Acquisition/Disposal List” page to go to the “Bulk Load Real 
Property Acquisitions/Disposals” page. 

 

  

  



  State of New York   

      

100 

PARIS User Manual 

1. Your data must be included in the Excel Template provided. Select the Bulk Load Procurement 

Contracts template link to download the template.  
 
The Excel templates are provided from within PARIS to help with the process of loading your data, 
but they alone cannot guarantee that the data you enter will be valid. Most cells in the Excel 
templates that are provided by PARIS have some level of validation, however, this validation only 
functions when you actually type data in the cell, whereas you will probably be copying data into 
the Excel sheet from some other source, such as an extract from your database. Because the bulk 
loading of data is an overnight process, it is important that you understand the formats and values 
that the data should have before you submit the file for upload. It is highly recommended that you 
selectively check validation in rows that you have copied data into. There are popup comments in 
the Excel templates, and you may also log into PARIS and review the relevant fields that can be 
entered in the online screens. The input data must follow the same rules whether it is entered on-
line or by the bulk load facility.  
 
Other tips for bulk loading:  
 
-Columns whose names contain "*" are required and must have valid values for each record to be 
loaded. This will be consistent with the fields that are required by the on-line screens.  
-Do not enter blank lines in the spreadsheet, as a blank line (a line with no information) will be 
regarded as the end of the file. 
-Do not enter commas, letters or $ signs in numeric fields. Also do not enter values such as “N/A” 
or “-“ (hyphen) if there is no data for a field. This will trigger an error in the load if the field must 

be numeric.  
 
After you have completed entry of the data into the Excel worksheet/template, the worksheet must 
be saved as type "csv" in order to be uploaded to PARIS. To do this, select "Save As" from the 
"File" menu in Excel and select "CSV (comma delimited)" as the file type.  
 

2. Type the name of your saved data file into the area next to the "Select File" text area or click the 
[Browse] button to navigate to the file on your computer or network drive. 
 

3. Click [Submit] to upload the file or [Cancel] to cancel the operation. 
 

4. An email will be sent to you after the file has been processed indicating the status of the bulk load. 

No Real Property Transactions Confirmation  

Navigation 

Select [No Transactions] on the “Real Property Acquisition/Disposal List” page to go to the “No Real 
Property Transactions Confirmation” page. 
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1. Check the “Check here if the authority...” check box. 

  

2. Select [Save] to save and go to the “Real Property Acquisition/Disposal List” page or [Cancel] 
to return to the “Real Property Acquisition/Disposal List” page. 

  

Personal Property 

Overview  
 

As part of the Annual Report submittal, authorities are asked to provide information on any personal 
property of the authority having an estimated fair market value in excess of $5,000 that the authority 
disposed of during the reporting period. The Personal Property Disposal link displays screens that 
authorized users can use to search, enter or view this information for the currently selected fiscal year. 
Personal property transaction information can also be “bulk loaded” from an Excel spreadsheet based on a 
template available in PARIS.  

Personal Property Disposal List 

Navigation 

Select the “Annual Report” tab and select the Personal Property Disposal link on the left side of the page 
to go to the “Personal Property Disposal List” page. 
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1. Review the Personal Property Disposal List.  

2. Navigate through the documents by using the [Previous] and [Next] buttons as necessary. 
  

3. Select View next to a record to go to the “View Personal Property Disposal” page, Modify to go to 
the “Modify Personal Property Disposal” page or Delete to go to the “Delete Personal Property 
Disposal” page. 
  

4. Select [New] to go to the “Enter Personal Property Disposal” page, [Bulk Load] to go to the 
“Bulk Load Personal Property Disposals” page, or [No Disposals] to go to the “No Personal 
Property Disposals Confirmation” page. 

  

Enter Personal Property Disposal 

Navigation 

 
Select [New] on the “Personal Property Disposal List” page to go to the “Enter Personal Property 
Disposal” page. 
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1. Enter the personal property disposal information. Fields with “*” are required. 
  

2. Select [Save] to save and go to the “Personal Property Disposal List” page or [Cancel] to 
discard changes and return to the “Personal Property Disposal List” page. 

  

  

View Personal Property Disposal 

Navigation 

 
Select View next to a record on the “Personal Property Disposal List” page to go to the “View Personal 
Property Disposal” page. 
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1. Review the personal property transaction information. 

  

2. Select [New] to go to the “Enter Personal Property Disposal” page, [Modify] to go to the 
“Modify Personal Property Disposal” page, or [Cancel] to return to the “Personal Property 
Disposal List” page. 

  

Modify Personal Property Disposal 

Navigation 

Select Modify next to a record on the “Personal Property Disposal List” page to go to the “Modify Personal 
Property Disposal” page. 
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1. Review the personal property disposal information. 
  

2. Select [Save] to save and go to the “Personal Property Disposal List” page or [Cancel] to 
discard changes and return to the “Personal Property Disposal List” page. 

  

Delete Personal Property Disposal 

Navigation 

Select Delete next to a record on the “Personal Property Disposal List” page to go to the “Delete Personal 
Property Disposal” page. 
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1. Review the personal property transaction information. 

  

2. Select [Delete] to remove the record and go to the “Personal Property Disposal List” page or 
[Cancel] to discard changes and return to the “Personal Property Disposal List” page.  

Bulk Load Personal Property Disposals 

Navigation 

Select [Bulk Load] on the “Personal Property Disposal List” page to go to the “Bulk Load Personal 
Property Disposals” page. 
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1. Your data must be included in the Excel Template provided. Select the Bulk Load Procurement 

Contracts template link to download the template.  
 
The Excel templates are provided from within PARIS to help with the process of loading your data, 
but they alone cannot guarantee that the data you enter will be valid. Most cells in the Excel 
templates that are provided by PARIS have some level of validation, however, this validation only 
functions when you actually type data in the cell, whereas you will probably be copying data into 
the Excel sheet from some other source, such as an extract from your database. Because the bulk 
loading of data is an overnight process, it is important that you understand the formats and values 
that the data should have before you submit the file for upload. It is highly recommended that you 
selectively check validation in rows that you have copied data into. There are popup comments in 
the Excel templates, and you may also log into PARIS and review the relevant fields that can be 
entered in the online screens. The input data must follow the same rules whether it is entered on-
line or by the bulk load facility.  
 
Other tips for bulk loading:  
 
-Columns whose names contain "*" are required and must have valid values for each record to be 
loaded. This will be consistent with the fields that are required by the on-line screens.  
-Do not enter blank lines in the spreadsheet, as a blank line (a line with no information) will be 
regarded as the end of the file. 
-Do not enter commas, letters or $ signs in numeric fields. Also do not enter values such as “N/A” 
or “-“ (hyphen) if there is no data for a field. This will trigger an error in the load if the field must 

be numeric.  
 
After you have completed entry of the data into the Excel worksheet/template, the worksheet must 
be saved as type "csv" in order to be uploaded to PARIS. To do this, select "Save As" from the 
"File" menu in Excel and select "CSV (comma delimited)" as the file type.  
 

2. Type the name of your saved data file into the area next to the "Select File" text area or click the 
[Browse] button to navigate to the file on your computer or network drive. 
 

3. Click [Submit] to upload the file or [Cancel] to cancel the operation. 
 

4. An email will be sent to you after the file has been processed indicating the status of the bulk load. 

No Personal Property Disposals Confirmation  

Navigation 

Select [No Disposals] on the “Personal Property Disposal List” page to go to the “No Personal Property 
Disposal Confirmation” page. 
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1. Check the “Check here if the authority...” check box. 
  

2. Select [Save] to save and go to the “Personal Property Disposal List” page or [Cancel] to 
discard changes and return to the “Personal Property Disposal List” page. 

  

Property Documents 

Overview 

 
As part of the Annual Report submittal, authorities are asked to provide links to documents reporting on 
real property and acquisition and disposal of property, if available. The Property Documents link displays 
screens that authorized users can use to enter or view this information for the currently selected fiscal 
year.  

Enter Property Documents 

Navigation 

If there are no property documents entered for this authority, select the “Annual Report” tab and select 
the Property Documents link on the left side of the page to go to the “Enter Property Documents" page. 
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1. Enter the property information. Fields with “*” are required. 
  

2. Answer questions by selecting the “Yes” or “No” radio buttons or entering text. Questions with 
“*” are required. 
  

3. If not entering a URL link, check the “Check this box if the authority does not have a 
website or is unable to post documents to its website” check box.  
  

4. Select [Save] to save and go to the “View Property Documents” page. 

  

  

View Property Documents 

Navigation 

 
If there is property documents entered for this authority, select the “Annual Report” tab and select the 
Property Documents link on the left side of the page to go to the “View Property Documents” page. 
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1. Review the property documents information. 
  

2. Select [Modify] to go to the “Modify Property Documents” page. 

  

Modify Property Documents 

Navigation 

Select [Modify] on the “View Property Documents” page to go to the “Modify Property Documents” page 
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1. Review the personal property disposal information. 
  

2. Enter the property information. Fields with “*” are required. 
  

3. Answer questions by selecting the “Yes” or “No” radio buttons or entering text. Questions with 
“*” are required. 
  

4. If not entering a URL link, check the “Check this box if the authority does not have a 
website or is unable to post documents to its website” check box.  
  

5. Select [Save] to save and go to the “View Property Documents” page or [Cancel] to discard 
changes and return to the “View Property Documents” page. 
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Grant Information 

Overview 
 
As part of the Annual Report submittal, LDC’s are asked to provide information on their Grant Information 
for the reporting period. The Grant Information link displays screens that authorized users can use to 
search, enter or view this information for the currently selected fiscal year. 
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Grant Information List  

Navigation 
Select the “Annual Report” tab and select the Grant Information link on the left side of the page to go to 
the “Grant Information List” page. 
  

 
1. Select [New] to go to the “Enter Grant Information” page.  

  
2. Select [No Grants] to indicate that there are no grants. 

  
3. Select the View link next to a specific Grant to go to the “View Grant Information” page, Modify to 

go to the “Modify Grant Information” page, or Delete to go to the “Delete Grant Information” page.  

Enter Grant Information 

Navigation 
Select [New] under the Grant Information List to go to the “Enter Grant Information” page. 
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1. Enter the Grant Information. Fields with “*” are required. 

  
2. Select [Save] to save or [Cancel] to discard changes and return to the “Grant Information List” 

page. 

View Grant Information 

Navigation 
Select View next to a specific record on the “Grant Information List” page to go to the “View Grant Information” page. 
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1. Review the grant information. 

  
2. Select [New] to go to the “Enter Grant Information” page, [Modify] to go to the “Modify 

Grant Information” page, or [Cancel] to return to the “Grant Information List” page. 
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Modify Grant Information 

Navigation 
Select Modify next to a specific record on the “Grant Information List” page or [Modify] on the "View 
Grant Information" page to go to the “Modify Grant Information” page. 
  

 

  
1. Update the grant information. Fields with “*” are required. 

  
2. Select [Save] to save the grant information and go to the “Grant Information List” page or 

[Cancel] to discard changes and return to the “Grant Information List” page. 

Delete Grant Information 

Navigation 
Select Delete next to a specific record on the “Grant Information List” page to go to the “Delete Grant 

Information” page.  
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1. Review the grant information. 

  
2. Select [Delete] to delete the record and go to the “Grant Information List” page or [Cancel] 

to return to the “Grant Information List” page without deleting the record. 
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No Grants Confirmation  

Navigation 
Select [No Grants] on the “Grants Information List” page to go to the “No Grants Confirmation” page. 
  

 

 
1. Check the “Check here if the authority...” check box. 

  
2. Select [Save] to save and go to the “Grant Information List” page or [Cancel] to return to 

the “Grant Information List” page. 

  

Grant Information List - No Grants 

Navigation 
Select the “Annual Report (PAL §2800)” tab. Select a Fiscal Year. Select Grant Information from the list on 

the left to go to the “Grant Information List” page. 
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1. Select [No Grants] to go to the "No Grants Confirmation" page . 

  



  State of New York   

121 
PARIS User Manual 

  

Loan Information 

Overview 
 
As part of the Annual Report submittal, LDC’s are asked to provide information on their Loan Information 
for the reporting period. The Loan Information link displays screens that authorized users can use to 
search, enter or view this information for the currently selected fiscal year. 
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Loan Information List  

Navigation 
Select the “Annual Report” tab and select the Loan Information link on the left side of the page to go to 
the “Loan Information List” page. 
  

 
1. Select [New] to go to the “Enter Loan Information” page.  

  
2. Select [No Loans] to indicate that there are no grants. 

  
3. Select the View link next to a specific Grant to go to the “View Loan Information” page, Modify to 

go to the “Modify Loan Information” page, or Delete to go to the “Delete Loan Information” page.  

Enter Loan Information 

Navigation 
Select [New] under the Loan Information List to go to the “Enter Loan Information” page. 
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1. Enter the Loan Information. Fields with “*” are required. 
  

2. Select [Save] to save or [Cancel] to discard changes and return to the “Loan Information List” 
page. 

View Loan Information 

Navigation 
Select View next to a specific record on the “Loan Information List” page to go to the “View Loan Information” page. 
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1. Review the loan information. 

  
2. Select [New] to go to the “Enter Loan Information” page, [Modify] to go to the “Modify 

Loan Information” page, or [Cancel] to return to the “Loan Information List” page. 
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Modify Loan Information 

Navigation 
Select Modify next to a specific record on the “Loan Information List” page or [Modify] on the "View Loan 
Information" page to go to the “Modify Loan Information” page. 
  

 

  
1. Update the Loan information. Fields with “*” are required. 

  
2. Select [Save] to save the Loan information and go to the “Loan Information List” page or 

[Cancel] to discard changes and return to the “Loan Information List” page. 

Delete Loan Information 

Navigation 
Select Delete next to a specific record on the “Loan Information List” page to go to the “Delete Loan 

Information” page.  
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1. Review the loan information. 

  
2. Select [Delete] to delete the record and go to the “Loan Information List” page or [Cancel] 

to return to the “Loan Information List” page without deleting the record. 

  

Completed Loan Information 

Navigation 
Select [Completed Loans] under the Loan Information List to go to the “Completed Loan Information 
List” page. 
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1. Review the Completed Loan Information list. 

2. Select the View link next to a loan to view the loan information. 
3. Select [Cancel] to go to the "Loan Information List" page. 



  State of New York   

      

128 

PARIS User Manual 

No Loans Confirmation  

Navigation 
Select [No Loans] on the “Loans Information List” page to go to the “No Loans Confirmation” page. 
  

 

 
1. Check the “Check here if the authority...” check box. 

  
2. Select [Save] to save and go to the “Loan Information List” page or [Cancel] to return to 

the “Loan Information List” page. 

  

Loan Information List - No Loans 

Navigation 
Select the “Annual Report (PAL §2800)” tab. Select a Fiscal Year. Select Loan Information from the list on the left to go to the “Loan 

Information List” page. 
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1. Select [No Loans] to go to the "No Loans Confirmation" page . 

  



  State of New York   

      

130 

PARIS User Manual 

Bond Information 

Overview 
 
As part of the Annual Report submittal, LDC’s are asked to provide information on their Bond Information 
for the reporting period. The Bond Information link displays screens that authorized users can use to 
search, enter or view this information for the currently selected fiscal year. 
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Bond Information List  

Navigation 
Select the “Annual Report” tab and select the Bond Information link on the left side of the page to go to 
the “Bond Information List” page. 
  

  
1. Select [New] to go to the “Enter Bond Information” page.  

  
2. Select [No Bonds] to indicate that there are no grants. 

  
3. Select the View link next to a specific Grant to go to the “View Bond Information” page, Modify to 

go to the “Modify Bond Information” page, or Delete to go to the “Delete Bond Information” page.  

Enter Bond Information 

Navigation 
Select [New] under the Bond Information List to go to the “Enter Bond Information” page. 
  

  

  
1. Enter the Bond Information. Fields with “*” are required. 

  
2. Select [Save] to save or [Cancel] to discard changes and return to the “Bond Information List” 

page. 

View Bond Information 

Navigation 
Select View next to a specific record on the “Bond Information List” page to go to the “View Bond Information” page. 

1. Review the Bond information. 
  

2. Select [New] to go to the “Enter Bond Information” page, [Modify] to go to the “Modify 
Bond Information” page, or [Cancel] to return to the “Bond Information List” page. 
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Modify Bond Information 

Navigation 
Select Modify next to a specific record on the “Bond Information List” page or [Modify] on the "View Bond 
Information" page to go to the “Modify Bond Information” page. 
  

 

  
1. Update the Bond information. Fields with “*” are required. 

  
2. Select [Save] to save the Bond information and go to the “Bond Information List” page or 

[Cancel] to discard changes and return to the “Bond Information List” page. 

Delete Bond Information 

Navigation 
Select Delete next to a specific record on the “Bond Information List” page to go to the “Delete Bond 

Information” page.  

  

 

 
1. Review the Bond information. 

  
2. Select [Delete] to delete the record and go to the “Bond Information List” page or [Cancel] 

to return to the “Bond Information List” page without deleting the record. 

  

Completed Bond Information 

Navigation 
Select [Completed Bonds] under the Bond Information List to go to the “Completed Bond Information 
List” page. 
 

 

 

 
1. Review the Completed Bond Information list. 
2. Select the View link next to a Bond to view the Bond information. 
3. Select [Cancel] to go to the "Bond Information List" page. 
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No Bonds Confirmation  

Navigation 
Select [No Bonds] on the “Bonds Information List” page to go to the “No Bonds Confirmation” page. 
  

 

 
1. Check the “Check here if the authority...” check box. 

  
2. Select [Save] to save and go to the “Bond Information List” page or [Cancel] to return to 

the “Bond Information List” page. 

  

Bond Information List - No Bonds 

Navigation 
Select the “Annual Report (PAL §2800)” tab. Select a Fiscal Year. Select Bond Information from the list on the left to go to the “Bond 

Information List” page. 
  

1. Select [No Bonds] to go to the "No Bonds Confirmation" page . 

  

IDA Projects 

Overview 

 
As part of the Annual Report submittal, IDA’s are asked to provide information on their IDA project for the 
reporting period. The IDA Projects link displays screens that authorized users can use to search, enter or 
view this information for the currently selected fiscal year. IDA project information can also be “bulk 
loaded” from an Excel spreadsheet based on a template available in PARIS.  

IDA Project List 

Navigation 

Select the “Annual Report” tab and select the IDA Projects link on the left side of the page to go to the 

“IDA Project List” page. 
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1. Select [New] to go to the “Enter IDA Project” page.  
  

2. Select [Export for Bulk Load] to generate the excel export file. (NOTE* This button will appear 
after a project has been entered.) 
  

3. Select [Bulk Load] to go to the "Bulk Load Page". 
  

4. Select [Completed Projects] to view only those projects that are completed. 
  

5. Select [No Active Projects] to indicate that there are no active IDA projects. 
  

6. Select the View link next to a specific IDA Project to go to the “View IDA Project” page, Modify to 
go to the “Modify IDA Project” page, or Delete to go to the “Delete IDA Project” page.  

Enter IDA Project 

Navigation 

Select [New] under the IDA Projects List to go to the “Enter IDA Project” page.  
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1. Enter the IDA Project information. Fields with “*” are required. 

  

2. Select Click here for Definitions to go to the “IDA Project Definitions” page.  
  

3. Select [Save] to save or [Cancel] to discard changes and return to the “IDA Project List” page. 

View IDA Project 

Navigation 

Select View next to the project in the IDA Projects List to go to the “View IDA Project” page. 
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1. Review the IDA Project-related information. 

2. Select [New] to go to the "Enter IDA Project" page, [Modify] to go to the “Modify IDA Project” 
page, [Cancel] to return to the "IDA Project List" page. 

  

  

Modify IDA Project - Current Year 

Navigation 

Select Modify next to the project in the IDA Project List or [Modify] from the "View IDA Project" page to 
go to the “Modify IDA Project” page. 
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1. Review the IDA Project-related information and make your modifications. 

 

2. Select [Save] to save your changes or [Cancel] to discard any changes and return to the 
"IDA Projects List" page.. 
 

3. Click on the Click here for definitions link for field definitions.  

Modify IDA Project - Previous Year(s) 

Navigation 

 Select Modify next to the project in the IDA Project List or [Modify] from the "View IDA Project" page to 
go to the “Modify IDA Project” page. 
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1. Review the IDA Project-related information and make your modifications. 

 

2. Select [Save] to save your changes or [Cancel] to discard any changes and return to the 
"IDA Project List" page. 
 

3. Click on the Click here for definitions link for field definitions.  

Delete IDA Project 

Navigation 

Select Delete next to the project in the IDA Project List to go to the “Delete IDA Project” page. 
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1. Review the IDA Project-related information to confirm that you have the correct record. 

 

2. Select [Delete] to delete the record or [Cancel] to return to the IDA Project List page. 
 

3. Click on the Click here for definitions link for field definitions.  

Completed IDA Project List 

Navigation 

Select [Completed Projects] under the IDA Projects List to go to the “Completed IDA Project List” page. 
 

 
 
 

1. Review the Completed IDA Project list. 

2. Select the View link next to a project to view the project information. 

3. Select [Cancel] to go to the "IDA Project List" page. 

View Completed IDA Project 

Navigation 

Select View next to the project in the Completed IDA Project List to go to the “View Completed IDA 
Project” page. 
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1. Review the IDA Project-related information. 

  

2. Select [Cancel] to return to the "Completed Project List" page. 
 

Export IDA Projects 

Navigation 

Select [Export for Bulk Load] under the IDA Projects List to generate the export file. 

 

  

1. Click on the [Open] button to open the excel file, [Save] to specify the location where the file is 
to be saved, or [Cancel] to discard the generated file without taking any action. 

Bulk Load IDA Projects 

Navigation 

Select [Bulk Load] on the “IDA Project List” page to go to the “Bulk Load IDA Projects” page. 
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1. Your data must be included in the Excel Template provided. Select the Bulk Load Procurement 

Contracts template link to download the template.  
 
The Excel templates are provided from within PARIS to help with the process of loading your data, 
but they alone cannot guarantee that the data you enter will be valid. Most cells in the Excel 
templates that are provided by PARIS have some level of validation, however, this validation only 
functions when you actually type data in the cell, whereas you will probably be copying data into 
the Excel sheet from some other source, such as an extract from your database. Because the bulk 
loading of data is an overnight process, it is important that you understand the formats and values 
that the data should have before you submit the file for upload. It is highly recommended that you 
selectively check validation in rows that you have copied data into. There are popup comments in 
the Excel templates, and you may also log into PARIS and review the relevant fields that can be 
entered in the online screens. The input data must follow the same rules whether it is entered on-
line or by the bulk load facility.  
 
Other tips for bulk loading:  
 
-Columns whose names contain "*" are required and must have valid values for each record to be 
loaded. This will be consistent with the fields that are required by the on-line screens.  
-Do not enter blank lines in the spreadsheet, as a blank line (a line with no information) will be 
regarded as the end of the file. 
-Do not enter commas, letters or $ signs in numeric fields. Also do not enter values such as “N/A” 
or “-“ (hyphen) if there is no data for a field. This will trigger an error in the load if the field must 

be numeric.  
 
After you have completed entry of the data into the Excel worksheet/template, the worksheet must 
be saved as type "csv" in order to be uploaded to PARIS. To do this, select "Save As" from the 
"File" menu in Excel and select "CSV (comma delimited)" as the file type.  
 

2. Type the name of your saved data file into the area next to the "Select File" text area or click the 
[Browse] button to navigate to the file on your computer or network drive. 
 

3. Click [Submit] to upload the file or [Cancel] to cancel the operation. 
 

4. An email will be sent to you after the file has been processed indicating the status of the bulk load. 

No Active Projects Confirmation 

Navigation 

Select [No Active Projects] under the IDA Project List to go to the “No Active IDA Projects Confirmation” 
page. 
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1. Check the checkbox to confirm that there are no active IDA projects. 
 

2. Click on [Save] to complete the confirmation and go to the "IDA Projects List" page or [Cancel] 
to cancel changes and return to the "IDA Projects List" page. 

  

Annual Report Data Submittal 

Overview 

 
As the final stage in the Annual Report submittal, the CEO, CFO or another designated official of the Public 
Authority must acknowledge that the information contained in the submission is complete and accurate. 
The Annual Report Submittal link displays screens that authorized users can use to make this certification 
for the Annual Report. Some authorized users can subsequently view and enter reviewer information for 
the currently selected fiscal year.  
 

Navigation 

Select the “Annual Report” tab and select the Annual Report Submittal link. 
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1. Check the box at the top of the page to attest that you believe the information entered is correct. 

 

2. Internal Use Only: Check the boxes next to each Submittal Section to indicate that it has been 
reviewed and enter text into the reviewer comments area as needed. 
 

3. Click [Print] to print a copy for your records or [Submit] to submit the data. 

Data Submittal Reports for Annual Report 

Navigation  

Select the Report link on the “Select Fiscal Year” screen. This will show if a data submittal report for this 
data submittal has been previously created, and when. 

 

  

If a report is displayed, you may select [View Report] to display the data submittal report. To create a 
new report, select [Create New Report]. Select [Cancel] to return to the Select Fiscal Year page 
without generating a report.  PARIS will navigate back to the Select Fiscal Year page. If you have selected 
[Create New Report] to create a report, a confirmation message will be displayed, and you will receive 
an email notification when the report has completed. 

Data Submittal Reports for Annual Report - Criteria 

Navigation  

Select the [Create New Report] link on the “Data Submittal Reports for Annual Report ” screen. This will 
show what data can be included or excluded from the report. 
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1. Select the information that you would like to include or exclude from the report. 

2. Select [Submit] to submit the report request or [Cancel] to return to the "Select Fiscal Year" 
page. 
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Procurement Report  

Overview 

 
The Procurement Report tab is the entry point to public authority procurement report data submittals by 
public authority fiscal year. Public authorities that are required by Section 2879 of the Public Authorities 
Law file their procurement reports, including information on their procurement transactions and 
procurement information, using this tab and the screens that follow. Note: Authorities are not considered 
to be in compliance until the CEO, CFO or another designated official of the Public Authority acknowledges 
that the information contained in this submission is complete and accurate using the Procurement Report 
Submittal link.  
 

Select Fiscal Year 

Navigation 

Select the " Procurement Report" tab. 

 

To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 
document of entered data that can be saved or printed, use the Report link in the Action column for the 
appropriate fiscal year.  

Search Procurement Transactions 

  

Overview  

 
As part of the Procurement Report submittal, authorities are asked to provide procurement 
transaction information for the reporting year. The Procurement Transactions link displays screens 
that authorized users can use to search, enter or view this information for the currently selected fiscal 
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year. Procurement transaction information can also be copied forward from a prior fiscal year if it was 
previously entered, or it can be “bulk loaded” from an Excel spreadsheet based on a template 
available in PARIS.  
 

Navigation 
  

Select the “Procurement Report” tab. Select a fiscal year. Select Procurement Transactions from the 
list on the left to go to the “Search Procurement Transactions” page. 
  

 

1. Enter the search criteria in one or more of the fields. To narrow your search, enter as much 
information as possible. 
 
Wildcard Search: Searches can be performed using the “?” as a wildcard. The wildcard can be 
used in the place of one or more characters in the search string. Partial name searches must 
include the wildcard. 
  

2. Select [Submit] to initiate the search, [New] to go to the “Enter Procurement Transaction” 
page, or [Reset] to remove the information from the fields.  

3. Select [Bulk Load] to go to the “Bulk Load” page, [Copy Forward] to go to the “Copy 
Forward” page, or [No Transactions] to go to the “No Transactions Confirmation” page . 
 

  

Enter Procurement Transaction 

Navigation 

Select [New] on the “Search Procurement Transaction” page to go to the “Enter Procurement 
Transaction” page. 
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1. Enter the procurement transaction information.  
  

2. Answer questions by selecting the “Yes” or “No” radio buttons or entering text. Questions with 
“*” are required. 
  

3. Select [Save] to save and go to the “Search Procurement Transactions” page or [Cancel] to 
discard changes and return to the “Search Procurement Transactions” page. 

  

View Procurement Transaction 

Navigation 

Select View next to a specific record on the “Search Procurement Transaction” page to go to the “View 
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Procurement Transaction” page. 

 

1. Review the procurement transaction information. 
  

2. Select [New] to go to the “Enter Procurement Transaction” page, [Modify] to go to the “Modify 
Procurement Transaction” page, or [Cancel] to return to the “Search Procurement Transaction” 
page. 

  

Modify Procurement Transaction 

Navigation 

Select Modify next to a specific record on the “Search Procurement Transaction” page to go to the “Modify 
Procurement Transaction” page. 
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1. Update the procurement transaction information.  

  

2. Answer questions by selecting the “Yes” or “No” radio buttons or entering text. Questions with “*” 
are required. 
  

3. Select [Save] to save and go to the “Search Procurement Transactions” page or [Cancel] to discard 
changes and return to the “Search Procurement Transactions” page. 

Delete Procurement Transaction 

Navigation 

Select Delete next to a specific record on the “Search Procurement Transactions” page to go to the “Delete 
Procurement Transaction” page. 
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1. Review the procurement transaction information. 
  

2. Select [Delete] to delete the record and go to the “Search Procurement Transactions” page or 
[Cancel] to return to the “Search Procurement Transactions” page without deleting the record. 

  

Bulk Load Procurement Transactions 

Navigation 

Select [Bulk Load] on the “Search Procurement Transaction” page to go to the “Bulk Load Procurement 
Transactions" page. 
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1. Your data must be included in the Excel Template provided. Select the Bulk Load Procurement 

Contracts template link to download the template.  
 
The Excel templates are provided from within PARIS to help with the process of loading your data, 
but they alone cannot guarantee that the data you enter will be valid. Most cells in the Excel 
templates that are provided by PARIS have some level of validation, however, this validation only 
functions when you actually type data in the cell, whereas you will probably be copying data into 
the Excel sheet from some other source, such as an extract from your database. Because the bulk 
loading of data is an overnight process, it is important that you understand the formats and values 
that the data should have before you submit the file for upload. It is highly recommended that you 
selectively check validation in rows that you have copied data into. There are popup comments in 
the Excel templates, and you may also log into PARIS and review the relevant fields that can be 
entered in the online screens. The input data must follow the same rules whether it is entered on-
line or by the bulk load facility.  
 
Other tips for bulk loading:  
 
-Columns whose names contain "*" are required and must have valid values for each record to be 
loaded. This will be consistent with the fields that are required by the on-line screens.  
-Do not enter blank lines in the spreadsheet, as a blank line (a line with no information) will be 
regarded as the end of the file. 
-Do not enter commas, letters or $ signs in numeric fields. Also do not enter values such as “N/A” 
or “-“ (hyphen) if there is no data for a field. This will trigger an error in the load if the field must 

be numeric.  
 
After you have completed entry of the data into the Excel worksheet/template, the worksheet must 
be saved as type "csv" in order to be uploaded to PARIS. To do this, select "Save As" from the 
"File" menu in Excel and select "CSV (comma delimited)" as the file type.  
 

2. Type the name of your saved data file into the area next to the "Select File" text area or click the 
[Browse] button to navigate to the file on your computer or network drive. 
 

3. Click [Submit] to upload the file or [Cancel] to cancel the operation. 
 

4. An email will be sent to you after the file has been processed indicating the status of the bulk load. 

  

Copy Forward Procurement Transactions 

Navigation 

Select [Copy Forward] on the “Search Procurement Transaction” page to go to the “Select Source Year” 
page. 



  State of New York   

161 
PARIS User Manual 

  

 

 From the "Select Source Year" list click the  Select  link to choose the source year to copy forward or click 
the [Cancel] button to return to the previous page. 

 

Once the "Confirm Copy Forward"  page loads select [Submit] to perform the copy forward or [Cancel] 
to cancel the copy forward request and return to the previous page 
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Click the [Refresh] to verify the status of the Copy Forward procedure. You will not be returned to the 
"Search Procurement Transaction" page until the Copy Forward procedure has completed. 

No Procurement Transactions Confirmation  

Navigation 

Select [No Transactions] on the “Search Procurement Transactions” page to go to the “No Transactions 
Confirmation” page. 
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1. Check the “Check here if the authority...” check box. 

  

2. Select [Save] to save and go to the “Search Procurement Transactions” page or [Cancel] to 
return to the “Search Procurement Transactions” page. 

Procurement Information 

Overview 

 
As part of the Procurement Report submittal, authorities are asked to provide information on 
their procurement information for the reporting year, including a URL link for their 
procurement guidelines document, if available. The Procurement Information link displays 
screens that authorized users can use to enter or view this information for the currently 
selected fiscal year.  
  

Enter Procurement Information 

Navigation 

Select Procurement Information from the list on the left to go to the “Enter Procurement Information” 
page. 



  State of New York   

      

164 

PARIS User Manual 

 

1. Enter the procurement information information. Fields with “*” are required. 
  

2. Select [Save] to save the information and go to the “View Procurement Information” page. 
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View Procurement Information 

Navigation 

Select [Save] to save the information on the “Enter Procurement Information” page and go to the “View 
Procurement Information” page. Also, if procurement information data has already been entered into the 
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system, this page will open from the Procurement Information link on the left. 

 



  State of New York   

167 
PARIS User Manual 

  

1. Select [Modify] to go to the "Modify Procurement Information".  

Modify Procurement Information 

Navigation 

 
Select [Modify] on the “View Procurement Information” page and go to the “Modify Procurement 
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Information” page.  
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1. Enter the procurement information. Fields with “*” are required. 

  

2. Select [Save] to save the information and go to the “View Procurement Information” page or 
[Cancel] to go to the “View Procurement Information” page. 

Procurement Report Submittal 
 

Overview 

 
To complete the Procurement Report submittal, the CEO, CFO or another designated official of the Public 
Authority must acknowledge that the information contained in the submission is complete and accurate. 
The Procurement Report Submittal link displays screens that authorized users can use to make this 
certification for the Procurement Report. Some authorized users can subsequently view and enter reviewer 
information for the currently selected fiscal year.  
 

 
 

1. Check the box at the top of the page to attest that you believe the information entered is correct. 
 

2. Internal Use Only: Check the boxes next to each Submittal Section to indicate that it has been 
reviewed and enter text into the reviewer comments area as needed. 
 

3. Click [Print] to print a copy for your records or [Submit] to submit the data. 

Procurement Report Waiver 

Overview  
The Procurement Report Waiver link allows authorized users to request, search for and view waivers for 
the Procurement Report submittal. Waivers can be granted for timeliness only in this case, which allows 
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for an extension of the due date of a specific item, and completeness, which excuses the Authority from 
submitting a specific item for a specific fiscal year. The Procurement Report Waiver link displays screens 
for authorized users to create, search for and view waiver requests.  

 

Navigation 

Select the Procurement Report Waiver link of the left of the page. 

 

  

1. Review the instructions to determine which type of Waiver applies to your situation. 
 

2. For existing Waiver Requests find the correct row under the "Waiver Requests" table and click View 
to view the request or Modify to modify the request. 
 

3. To enter an new request click the [New] Button. 

  

  

Enter Procurement Report Waiver Request 

Navigation 

Select the [New] button under the list of procurement report waivers. 
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1. The Waiver type options in this case is always set to “Timeliness”. 

 

2. The specific items selection is always set to Procurement Report (Contracts and Guidelines) in this 
case. 
 

3. Enter information where applicable. Questions with “*” are required. Expected Date will also be 
required in this case. 
 

4. Using the [Browse] button select the file to upload that contains your "Waiver Request Letter". 
 

5. Select [Save] to send the information or [Cancel] to cancel the request. 

View Procurement Report Waiver Request 

Navigation 

Select View to the left of a waiver listed in the Procurement Report Waiver List 
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1. Review the Waiver Request Information 

 

2. Click [Modify] to make changes to the request or [Cancel] to return to the list of Waiver 
Requests. 

Modify Procurement Report Waiver Request 

Navigation 

Select Modify to the left of a waiver listed in the Procurement Report Waiver List. 
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1. Review the current Waiver Request information. 

 

2. Make changes as necessary. 
 

3. To upload a new "Waiver Request Letter", click the [Browse] button to chose the file to upload. 
 

4. Click [Save] to submit the changes or [Cancel] to keep the original information. 

Data Submittal Reports for Procurement Report 

  

Navigation 
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Select the Report link on the “Select Fiscal Year” screen. This will show if a data submittal report for this 
data submittal has been previously created, and when. 

  

 

If a report is displayed, you may select [View Report] to display the data submittal report. To create a 
new report, select [Create New Report]. Select [Cancel] to return to the Select Fiscal Year page 
without generating a report.  PARIS will navigate back to the Select Fiscal Year page. If you have selected 
[Create New Report] to create a report, a confirmation message will be displayed, and you will receive 
an email notification when the report has completed. 
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Investment Report  

 Overview 

 
The Investment Report tab is the entry point to public authority investment report data submittals by 
public authority fiscal year. Public authorities that are required by Section 2925 of the Public Authorities 
Law file their investment reports using this tab and the screens that follow. Note: Authorities are not 
considered to be in compliance until the CEO, CFO or another designated official of the Public Authority 
acknowledges that the information contained in this submission is complete and accurate using the 
Investment Report Submittal link.  

Navigation 

Select the "Investment Report" tab. 

Select Fiscal Year 

Select the "Investment Report" tab to view the available reports. 

 

 

To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 
document of entered data that can be saved or printed, use the Report link in the Action column for the 
appropriate fiscal year.  

Investment Information 

 

Overview  
 
As part of the Investment Report submittal, authorities are asked to provide investment information for 
the reporting year. The Investment Information link displays screens that authorized users can use to 
enter or view this information for the currently selected fiscal year.  
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Enter Investments 

Navigation 

 
If there is no current investment information yet saved in the system, select Investment Information from 
the list on the left to go to the “Enter Investments” page.  
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1. To attach a document, select [Browse] to locate and select it.  

2. Answer the questions by selecting the “Yes” or “No” radio buttons. Questions with “*” are required. 

3. Select either [Update to List] to add a document to the current document list section or [Clear] 
to remove it from the fields.  

4. Select [Save] to save and to go to the “View Investments” page. 
 

View Investments  

Navigation 

 
Select [Save] on the “Enter Investments” page to go to the “View Investments” page. 
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1. Review the investment information. 

 

2. In the “Current Document List” select View  next to a document to open it in its native viewer (for 
example MS Word for .doc). 
 

3. Select [Modify] to go to the “Modify Investments” page. 

  

Modify Investments  

Navigation 

 
Select [Modify] on the “View Investments” page to go to the “Modify Investments” page. 
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1. Answer the questions using the “Yes” or “No” radio buttons. Questions with “*” are required. 

 

2. In the “Current Document List” select View next to a document to open it in its native viewer (for 
example MS Word for .doc) or Delete to remove it. 
 

3. To attach a document, select [Browse] to locate and select it. 
 

4. Select [Save] to save the information and go to the “View Investments” page. 

Investment Report Submittal 

Overview  
To complete the Investment Report submittal, the CEO, CFO, or another designated official of the Public 
Authority must acknowledge that the information contained in the submission is complete and accurate. 
The Investment Report Submittal link displays screens that authorized users can use to make this 
certification for the Investment Report. Some authorized users can subsequently view and enter reviewer 

information for the currently selected fiscal year.  

 Navigation 

Select the  Investment Report Submittal link of the left of the page to go to the "Investment Report Data 
Submittal" page.. 
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1. Check the box at the top of the page to attest that you believe the information entered is correct. 

 

2. Internal Use Only: Check the boxes next to each Submittal Section to indicate that it has been 
reviewed and enter text into the reviewer comments area as needed. 
 

3. Click [Print] to print a copy for your records or [Submit] to submit the data. 

Investment Report Waiver 

 

Overview  
 
The Investment Report Waiver link allows authorized users to request, search for and view waivers for the 
Investment Report submittal. Waivers can be granted for timeliness only in this case, which allows for an 
extension of the due date of a specific item, and completeness, which excuses the Authority from 
submitting a specific item for a specific fiscal year. The Investment Report Waiver link displays screens for 
authorized users to create, search for and view waiver requests.  
 

Navigation 

 
Click on the Investment Report Waiver link on the left of the page. 
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1. Review the instructions to determine which type of Waiver applies to your situation.  

Note: only waivers of type “Timeliness” are allowed in this case. 
 

2. For existing Waiver Requests find the correct row under the "Waiver Requests" table and click View 
to view the request or Modify to modify the request. 
 

3. To enter an new request click the [New] Button. 

Enter Investment Report Waiver Request 

 

Navigation 

 
Click on the [New] button under the list of Investment Report Waivers. 
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1. The Waiver Type option is always set to “Timeliness” in this case.. 

 

2. "Specific Items" is always set to “Investment Report (Investment Information)” in this case.  
 

3. Enter information where applicable. Questions with “*” are required. . “Expected Date” will also be 
required in this case. 
 

4. Using the [Browse] button select the file to upload that contains your "Waiver Request Letter". 
 

5. Select [Save] to send the information or [Cancel] to cancel the request. 

View Investment Report Waiver Request 

 

Navigation 

Select the View link next to the waiver in the Investment Report Wavier list. 
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1. Review the Waiver Request Information 

 

2. Click [Modify] to make changes to the request or [Cancel] to return to the list of Waiver 
Requests. 

Modify Investment Report Waiver Request 

 

Navigation 

 
Select the Modify link next to the waiver in the Investment Report Wavier list to go to the "Modify 
Investment Report Waiver Request" page. 
 

 

1. Review the current Waiver Request information. 

 

2. Make changes as necessary. 
 

3. To upload a new "Waiver Request Letter", click the [Browse] button to chose the file to upload. 
 

4. Click [Save] to submit the changes or [Cancel] to keep the original information. 

Data Submittal Reports for Investment Report 
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Navigation 

Select the Report link on the “Select Fiscal Year” screen. This will show if a data submittal report for this 
data submittal has been previously created, and when. 

  

 

If a report is displayed, you may select [View Report] to display the data submittal report. To create a 
new report, select [Create New Report]. Select [Cancel] to return to the Select Fiscal Year page 
without generating a report.  

 PARIS will navigate back to the Select Fiscal Year page. If you have selected [Create New Report] to 
create a report, a confirmation message will be displayed, and you will receive an email notification when 
the report has completed. 
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Certified Financial Audit 

Overview  
The Certified Financial Audit tab is the entry point to public authority financial document submittals by 
public authority fiscal year. Public authorities that are required by Section 2802 of the Public Authorities 
Law file their financial documents using this tab and the screens that follow. Note: Authorities are not 
considered to be in compliance until the CEO, CFO or another designated official of the Public Authority 
acknowledges that the information contained in this submission is complete and accurate using the 
Certified Financial Audit Submittal link.  
 

  

Select Fiscal Year 

Select the "Certified Financial Audit" tab to view the available reports. 

  

 

To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 
document of entered data that can be saved or printed, use the Report link in the Action column for the 
appropriate fiscal year.  

Enter Financial Documents 

Navigation 

If there is no financial documents information yet saved in the system, select Financial Documents from 
the list on the left to go to the “Enter Financial Documents” page. 
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1. Answer each question using the Yes/No radio buttons 

2. Enter the URL of each document in the space provided.  

3. Using the [Browse] button navigate to the document you wish to upload. Click on [Update to 
List] to upload the document. 

4. Select [Save] to save the data and go to the "View Financial Documents" page. 
 
 

View Financial Documents 

 

Navigation 

Select the Financial Documents link from the list on the left to go to the “View Financial Documents” page. 
 

 

1. In the “Current Document List” section, select View next to a specific document to display it in its 
native viewer (for example MS Word for a .doc), or Delete to remove it from the list.  

2. Select [Modify] to go to the "Modify Financial Documents" page. 

  

  

Modify Financial Documents 

Navigation 
Select [Modify] from the "View Financial Documents" page to go to the "Modify Financial Documents" 
page. 
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1. Modify the information as appropriate. Select [Save] to save the modified information or [Cancel] 
to return to the "View Financial Documents" page without saving the modifications. 

Certified Financial Audit Submittal 
 

Overview 

To complete the Certified Financial Audit submittal, the CEO, CFO, or another designated official of the 
Public Authority must acknowledge that the information contained in the submission is complete and 
accurate. The Certified Financial Audit Submittal link displays screens that authorized users can use to 
make this certification for the Certified Financial Audit. Some authorized users can subsequently view and 
enter reviewer information for the currently selected fiscal year.  

Navigation 

Select the Certified Financial Audit Submittal link on the left of the page. 

 

1. Check the box at the top of the page to attest that you believe the information entered is correct. 

 

2. Internal Use Only: Check the boxes next to each Submittal Section to indicate that it has been 
reviewed and enter text into the reviewer comments area as needed. 
 

3. Click [Print] to print a copy for your records or [Submit] to submit the data. 

Certified Financial Audit Waiver 

 

Overview  
 
The Certified Financial Audit Waiver link allows authorized users to request, search for and view waivers 

for the Certified Financial Audit Report submittal. Waivers can be granted for timeliness, which allows for 
an extension of the due date of a specific item, and completeness, which excuses the Authority from 
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submitting a specific item for a specific fiscal year. The Certified Financial Audit Waiver link displays 
screens for authorized users to create, search for and view waiver requests.  
 
 

Navigation 

 
Click the Certified Financial Audit Waiver link on the left of the page. 

 

 

1. Review the instructions to determine which type of Waiver applies to your situation. 
 

2. For existing Waiver Requests find the correct row under the "Waiver Requests" table and click View 
to view the request or Modify to modify the request. 
 

3. To enter an new request click the [New] Button. 

  

  

Enter Certified Financial Audit Waiver Request 

 

Navigation 

 
Select [New] under the Certified Financial Audit Waiver list. 
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1. The Waiver Type is always set to “Timeliness” in this case. 

2. “Specific Item(s)” is always set to “Certified Financial Audit (Financial Documents)” in this case. 

3. Enter information where applicable. Questions with “*” are required. “Expected Date” will also be 
required in this case.  

4. Using the [Browse] button select the file to upload that contains your "Waiver Request Letter".  

5. Select [Save] to send the information or [Cancel] to cancel the request.  

View Certified Financial Audit Waiver Request 

Navigation 

 
Select View next to a waiver in the Certified Financial Audit Waiver list. 
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1. Review the Waiver Request Information 

 

2. Click [Modify] to make changes to the request or [Cancel] to return to the list of Waiver 
Requests. 

Modify Certified Financial Audit Waiver Request 

 

Navigation 

 
Select Modify next to a waiver in the Certified Financial Audit Waiver list. 
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1. Review the current Waiver Request information. 

 

2. Make changes as necessary. 
 

3. To upload a new "Waiver Request Letter", click the [Browse] button to chose the file to upload. 
 

4. Click [Save] to submit the changes or [Cancel] to keep the original information. 

Data Submittal Reports for Certified Financial Audit 

  

Navigation  
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Select the Report link on the “Select Fiscal Year” screen. This will show if a data submittal report for this 
data submittal has been previously created, and when. 

  

 

  

If a report is displayed, you may select [View Report] to display the data submittal report. To create a 
new report, select [Create New Report]. Select [Cancel] to return to the Select Fiscal Year page 
without generating a report.  PARIS will navigate back to the Select Fiscal Year page. If you have selected 
[Create New Report] to create a report, a confirmation message will be displayed, and you will receive 
an email notification when the report has completed. 
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Budget Report  

 Overview 

 
The Budget Report tab is the entry point to public authority budget report data submittals by public 
authority fiscal year. Public authorities that are required by Section 2801 of the Public Authorities Law file 
their budget reports, including their budget and financial plan, using this tab and the screens that follow.   

Note: Authorities are not considered to be in compliance until the CEO, CFO or another designated official 
of the Public Authority acknowledges that the information contained in this submission is complete and 
accurate using the Budget Report Submittal link.  

Select Fiscal Year 

Select the "Budget Report" tab to view the available reports. 

 

  

To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 
document of entered data that can be saved or printed, use the Report link in the Action column for the 
appropriate fiscal year.  

Budget & Financial Plan 

Overview 

As part of the Budget Report submittal, authorities are asked to provide budget and financial plan 
information for the reporting year. The Budget & Financial Plan link displays screens that authorized users 
can use to enter or view this information for the currently selected fiscal year.  
 

Navigation 

Select Budget & Financial Plan from the list on the left to go to the “Budget and Financial Plan” page for 
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Public Authorities.  

 

1. Review the final budget list information. 

 

2. Select Modify under a specific fiscal year to go to the “Modify Budget & Financial Plan” page or 
Delete to go to the "Delete Budget & Financial Plan" page. (*NOTE - Delete will not appear until 
a record has been added for a budget year.) 

  

Modify Budget & Financial Plan 

Navigation 
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Select Modify under a specific fiscal year on the “Budget & Financial Plan” page to go to the “Modify 
Budget & Financial Plan” page. 

 

1. Update the Budget & Financial Plan information. 
 

2. Select [Calculate Totals] to refresh the page and review the modifications. 
 

3. Select [Save] to save and go to the “Budget & Financial Plan” page or [Cancel] to discard 
changes and return to the “Budget & Financial Plan” page. 
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Delete Budget & Financial Plan  

Navigation 

Select Delete under a specific fiscal year on the “Budget & Financial Plan” page to go to the "Delete 
Budget & Financial Plan" page. 

 

1. Review the confirmation message. 

 

2. Select [Delete] to delete the Budget & Financial Plan record for the selected fiscal year and return to 
the "Budget & Financial Plan" page or [Cancel] to return to the “Budget & Financial Plan” page. 
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Link to Budget Report 

 

Overview  
 
As part of the Budget Report submittal, authorities are asked to provide a URL link to their Budget Report, 
if available, for the reporting year. The Link to Budget Report link displays screens that authorized users 
can use to enter or view this information for the currently selected fiscal year.  
 

Navigation 

 
Select the "Link to Budget Report" link on the left of the page. 
 

  

1. Enter the web address of the on-line budget report in the space provided. 

 

2. Click [Save] to update the information. 

Budget Report Submittal 

Overview 

 
To complete the Budget Report submittal, the CEO, CFO, or another designated official of the Public 
Authority must acknowledge that the information contained in the submission is complete and accurate. 
The Budget Report Submittal link displays screens that authorized users can use to make this certification 
for the Budget Report. Some authorized users can subsequently view and enter reviewer information for 
the currently selected fiscal year.  
 

Navigation 
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Select the Budget Report Submittal link on the left of the page. 
 

  

1. Check the box at the top of the page to attest that you believe the information entered is correct. 
 

2. Internal Use Only: Check the boxes next to each Submittal Section to indicate that it has been 
reviewed and enter text into the reviewer comments area as needed. 
 

3. Click [Print] to print a copy for your records or [Submit] to submit the data. 

Data Submittal Reports for Budget Report 

  

Navigation  

Select the Report link on the “Select Fiscal Year” screen. This will show if a data submittal report for this 
data submittal has been previously created, and when. 
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If a report is displayed, you may select [View Report] to display the data submittal report. To create a 
new report, select [Create New Report]. Select [Cancel] to return to the Select Fiscal Year page 
without generating a report.  PARIS will navigate back to the Select Fiscal Year page. If you have selected 
[Create New Report] to create a report, a confirmation message will be displayed, and you will receive 
an email notification when the report has completed. 
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OSC Data Request (Part 201)  

Overview 

 
The "OSC Data Request (Part 201)" tab is the entry point to public authority OSC Data Request submittals 
by public authority fiscal year.  
 
Public authorities that are required by Regulation 2 NYCRR Part 201 file their OSC data submittal using 
this tab and the screens that follow.  
 
Note: Authorities are not considered to be in compliance until the CEO, CFO or another 
designated official of the Public Authority acknowledges that the information contained in this 
submission is complete and accurate using the OSC Data Request Submittal link.  
 
 

  

Select Fiscal Year 

 

Navigation 

Select the "OSC Data Request (Part 201)" tab to view the available reports. 

 
 

To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 
document of entered data that can be saved or printed, use the Report link in the Action column for the 

appropriate fiscal year.  



  State of New York   

205 
PARIS User Manual 

  

Procurement-Related Information  

Overview  
 
As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide information and 
documents related to their procurements. The "Procurement-Related Information" link displays screens 
that authorized users can use to enter or view this information for the currently selected fiscal year.  
 

Navigation 

 
Select the Procurement-Related Information link on the left of the page.  

Enter Procurement-Related Information 

Navigation 

Select Procurement-Related Information from the list on the left to go to the “Enter Procurement-Related 
Information” page. 
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1. Enter the procurement-related information. 

  

2. Answer each question by selecting the “Yes” or “No” radio buttons or entering text. Questions 
with “*” are required. 
  

3. For questions that require attachments, select [Browse] to locate and select it. 
  

4. Select [Update to List] to add the information to the list or [Clear] to remove it from the 
fields. 
  

5. Select [Save] to save and go to the “View Procurement-Related Information” page. 

  

  

View Procurement-Related Information 

Navigation 

When Procurement-Related Information has been entered for the selected authority in the selected fiscal 
year, select Procurement-Related Information from the list on the left and you will go to the “View 
Procurement-Related Information” page. 
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1. Review the procurement-related information. 

  

2. To view an attachment, select View next to it to open it in its native viewer (for example MS 
Word for a .doc). 
  

3. Close the attachment window to return to the “View Procurement-Related Information” page. 
  

4. Select [Modify] to go to the “Modify Procurement-Related Information” page.  

  

  

Modify Procurement-Related Information 

Navigation 

Select [Modify] on the bottom of the “View Procurement-Related Information” page to go to the “Modify 
Procurement-Related Information” page.  



  State of New York   

209 
PARIS User Manual 
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1. Select View next to a specific document to display it in its native viewer (for example MS Word 

for a .doc) or Delete to remove it from the list.  
  

2. Update the responses to the questions using the “Yes” or “No” radio buttons. Fields with “*” are 
required. 
  

3. To attach a document, select [Browse] to locate and select it.  
  

4. Select [Update to List] to add the information to the list or [Clear] to remove it from the field. 
  

5. Select [Save] to save and go to the “View Procurement-Related Information” page or [Cancel] 
to discard changes and return to the “View Procurement-Related Information” page. 

Planned Debt  

 

Overview  
 
As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide information about 
their planned debt. The Planned Debt link displays screens that authorized users can use to enter or view 
this information for the currently selected fiscal year.  

  

Navigation 

 
Select the Planned Debt link on the left of the page. 

Planned Debt  

Navigation 

 
Select the “OSC Data Request(Part 201)” tab. Select a Fiscal Year, Planned Debt from the list on the left 
to go to the “Planned Debt” page. 
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1. If the answer to question 1 is “Yes” select [Save] and then select the Planned Debt Issuances link 

and complete the planned debt issuance function. 
  

2. If the answer to Question 1 on the “Planned Debt” page is “No,” the "Planned Debt Issuances List" 
page will be view only. 
  

3. Select [Save] to refresh the page and save the answers.  

Planned Debt Issuances List 

  

Overview  
 
As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide information about 
their planned debt issuances. The Planned Debt Issuances link displays screens that authorized users can 
use to enter or view this information for the currently selected fiscal year.  
 

Navigation 

Select Planned Debt Issuances from the list on the left to go to the “Planned Debt Issuances List” page. 
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1. Review the planned debt issuances for the current fiscal year. 

  

2. Select [New] to go to the “Enter Planned Debt Issuance” page, [Previous] to view the previous 
records or [Next] to view the next group of records. 
  

3. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

4. Select View next to a specific type of debt to go to the “View Planned Debt Issuance” page, 
Modify to go to the “Modify Planned Debt Issuance” page or Delete to go to the “Delete Planned 
Debt Issuance” page. 

Enter Planned Debt Issuance 

Navigation 
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Select [New] to go to the “Enter Planned Debt Issuance” page.  
 

 

1. Enter the information. Fields with “*” are required. 
 

2. Select Click here for Definitions to go to the “Debt Definitions” page.  
  

3. Select [Save] to save and go to the “Planned Debt Issuances List” page or [Cancel] to discard 
changes and return to the “Planned Debt Issuances List” page. 

  

View Planned Debt Issuance 

  

Navigation 

Select View next to a specific type of debt on the "Planned Debt Issuances List" page to go to the “View 
Planned Debt Issuance” page. 
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1. Review the planned debt issuances. 

  

2. Select [New] to go to the “Enter Planned Debt Issuance” page, [Modify] to go to the “Modify 
Planned Debt Issuance” page, or [Cancel] to return to the “Planned Debt Issuances List” page. 

Modify Planned Debt Issuance  

Navigation 

Select Modify on the "Planned Debt Issuances List" page to go to the “Modify Planned Debt Issuance" 
page. 
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1. Update the planned debt issuance information. Fields with “*” are required. 
 

2. Select [Save] to save and go to the “Planned Debt Issuances List” page or [Cancel] to discard 
changes and return to the “Planned Debt Issuances List” page. 

  

Delete Planned Debt Issuance  

Navigation 

Select Delete next to a specific type of debt on the “Planned Debt Issuances List” page to go to the 
“Delete Planned Debt Issuance” page. 
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1. Review the planned debt issuance. 

  

2. Select [Delete] to remove the record and go to the “Planned Debt Issuances List” page or 
[Cancel] to return to the “Planned Debt Issuances List” page. 

Debt Service Reserve  

Overview 

 
As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide 
information about their debt service reserve. The Debt Service Reserve link displays screens 
that authorized users can use to enter or view this information for the currently selected fiscal 
year.  
  

Debt Service Reserve 

Navigation 
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Select Debt Service Reserve from the list on the left to go to the”Debt Service Reserve” page. 
 

 

1. Select Modify next to the specific record in the list to go to the “Modify Debt Service Reserve” 
page or Delete to go to the “Delete Debt Service Reserve” page. 

Modify the Debt Service Reserve 

Navigation 

 
Select Modify next to the specific record in the list to go to the “Modify Debt Service Reserve” page. 
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1. Review the Debt Service Reserve information. 

  

2. Update any of the information in the fields. 
  

3. Select [Save] to go to the “Debt Service Reserve” page or [Cancel] to discard changes and 
return to the “Debt Service Reserve” page. 

  

Delete the Debt Service Reserve 

Navigation 

Select Delete next to the specific record in the list to go to the “Delete Debt Service Reserve” page. 
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1. Review the Debt Service Reserve information. 

  

2. Select [Delete] to remove the record and go to the “Debt Service Reserve” page or [Cancel] to 
discard changes and return to the “Debt Service Reserve” page. 

  

Debt-Related Documents   

Overview  
 
As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide documents and 
other information related to their debt. The Debt-Related Documents link displays screens that authorized 
users can use to enter or view this information for the currently selected fiscal year.  

 

Navigation 

 
Select the Debt-Related Documents link on the left of the page. 
 
 

Debt-Related Documents  

Navigation 

Select Debt-Related Documents from the list on the left to go to the “Debt Related Documents” page. 
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1. Review the Debt Related Documents information. 

  

2. Navigate through the documents in the “Current Document List” section by using the 
[Previous] and [Next] buttons as necessary. 
  

3. In the “Current Document List” select View  next to a document to open it in its native viewer 
(for example MS Word for .doc) or Delete to remove it. 
  

4. To add a document to the list, select [Browse] to locate and select it.   

5. Select [Update to List] to add the document to the list or [Clear] to remove it from the field. 
  

6. Select [Save] to save and refresh the “Debt-Related Documents” page. 
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State Support & Cost Recovery  

Overview  
 
As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide information about 
State Support and Cost Recovery, including information on compliance with any repayment agreements. 
The State Support & Cost Recovery link displays screens that authorized users can use to enter or view 
this information for the currently selected fiscal year.  
  

  

Enter State Support & Cost Recovery Information 

Navigation 

 
When no state cost recovery information has been entered for the selected authority in the selected fiscal 
year, select State Support & Cost Recovery from the navigation list on the left to go to the “Enter State 
Support & Cost Recovery Information” page. 
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1. Enter the state cost recovery information. 

  

2. Answer each question by selecting the “Yes” or “No” radio buttons or entering text. Questions 
with “*” are required. 
  

3. For the "Repayment Agreements" question in the State Support Information section, select 
[Update to List] to add the information to the list or [Clear] to remove it from the fields. 
  

4. Select [Save] to save and go to the “View State Support & Cost Recovery Information” page.  

View State Support & Cost Recovery Information 

 

Navigation 

When State Support & Cost Recovery Information has been entered for the selected authority in the 
selected fiscal year, select State Support & Cost Recovery from the list on the left and you will go to the 
“View State Support & Cost Recovery Information” page. 
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1. Review the state support & cost recovery information. 

  

2. Select [Modify] to go to the “Modify State Support & Cost Recovery Information” page or 
[Delete] to go to the “Delete State Support & Cost Recovery Information” page. 
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Modify State Support & Cost Recovery Information 

  

Navigation 

 
Select [Modify] on the “View State Support & Cost Recovery Information” page to go to the “Modify State 
Support & Cost Recovery Information” page.  
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1. Update the state support & cost recovery information. 

  

2. Select [Save] to save and go to the “View State Support & Cost Recovery Information” page or 
[Cancel] to discard changes and return to the “View State Support & Cost Recovery Information” 
page. 

  

  

Delete State Support & Cost Recovery Information 

Navigation 

 

Select [Delete] on the “View State Support & Cost Recovery Information” page to go to the “Delete State 
Support & Cost Recovery Information” page.  
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1. Review the state support & cost recovery information. 

  

2. Select [Delete] to remove the record and return to the “Enter State Support & Cost Recovery 
Information” page or [Cancel] to return to the “View State Support & Cost Recovery Information” 
page. 
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State GO Bond Proceed Receipts  

Overview 

 
As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide information on 
State General Obligation Bond Proceed Receipts. The State GO Bond Proceed Receipts link displays 
screens that authorized users can use to enter or view this information for the currently selected fiscal 
year.  

State GO Bond Proceed Receipts List 

Navigation 

Select State GO Bond Proceed Receipts from the list on the left to go to the “State GO Bond Proceed 
Receipts” page. 

 

 

1. Select [New] to go to the “Enter State GO Bond Proceed Receipt” page or [No Receipts] to go 

to the “No State GO Bond Proceed Receipt Confirmation” page. 

2. Click the Modify link to go to the “Modify State GO Bond Proceed Receipt” page, or the Delete 
link to go to the “Delete State GO Bond Proceed Receipt” page 

  

Enter a State GO Bond Proceed Receipt 

Navigation 

 
Select [New] on the ”State GO Bond Proceed Receipts List” page to go to the “Enter State GO Bond 
Proceed Receipt” page. 
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1. Enter the State GO Bond Proceed Receipt information. Fields with “*” are required. 
  

2. Select [Save] to save and go to ”State GO Bond Proceed Receipts List” page with the new entry 
saved or [Cancel] to discard changes and return to the ”State GO Bond Proceed Receipts List” 
page . 

  

Modify a State GO Bond Proceed Receipt 

Navigation 

 
Select Modify next to a specific record on the “State GO Bond Proceed Receipts List” page to go to the 
“Modify State GO Bond Proceed Receipt” page. 
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1. Update the State GO Bond Proceed Receipt information. Fields with “*” are required. 

  

2. Select [Save] to save and go to ”State GO Bond Proceed Receipts List” page with the new entry 
saved or [Cancel] to discard changes and return to the ”State GO Bond Proceed Receipts List” 
page. 

  

Delete a State GO Bond Proceed Receipt 

Navigation 

 
Select Delete next to a specific record on the “State GO Bond Proceed Receipt” page to go to the “Delete 
State GO Bond Proceed Receipt” page. 
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1. Review the State GO Bond Proceed Receipt information. 
  

2. Select [Delete] to remove the data and go to the “State GO Bond Proceed Receipts List” page 
or [Cancel] to go to the “State GO Bond Proceed Receipts List” page. 

  

No State GO Bond Proceeds Receipts Confirmation  

Navigation 

Select [No Receipts] on the “State GO Bond Proceed Receipts List” page to go to the “No State GO Bond 
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Proceed Receipts Confirmation” page. 

 

1. Check the “Check here if the authority...” check box. 

  

2. Select [Save] to save and go to the “State GO Bond Proceed Receipts List” page or [Cancel] to 
return to the “State GO Bond Proceed Receipts List” page. 
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Bond Proceed Disbursements  

 

Overview 

As part of the OSC Data Request (Part 201) submittal, authorities are asked to provide information on 
funds disbursed from the proceeds obtained through bond issuance. The Bond Proceed Disbursements link 
displays screens that authorized users can use to enter or view this information for the currently selected 

fiscal year. 

Bond Proceed Disbursements List 

Navigation 

Select Bond Proceed Disbursements from the list on the left to go to the “Bond Proceed Disbursements 
List” page. 

 

 

1. Select [New] to go to the “Enter Bond Proceed Disbursement” page, [No Disbursements] 
button to go to the “No Bond Proceed Disbursements Confirmation” page or [Bulk Load] to go 
to the “Bulk Load Bond Proceed Disbursements” page. 

2.  Click on the Modify link to go to the “Modify Bond Proceed Disbursement” page or the Delete 
link to go to the “Delete Bond Proceed Disbursement” page. 

  

Enter Bond Proceed Disbursement 

Navigation 

Select [New] on the ”Bond Proceed Disbursements List” page to go to the “Enter Bond Proceed 
Disbursements” page. 
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1. Enter the Bond Proceed Disbursement information. Fields with “*” are required. 

  

2. Select [Save] to save and go to ”Bond Proceed Disbursements List” page with the new entry 
saved or [Cancel] to discard changes and return to the ”Bond Proceed Disbursements List” 
page. 

  

Modify Bond Proceed Disbursement 

Navigation 

Select Modify next to a specific record on the “Bond Proceed Disbursements List” page to go to the “Modify 
Bond Proceed Disbursement” page.  
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1. Update the Bond Proceed Disbursement information. Fields with “*” are required. 

  

2. Select [Save] to save and go to ”Bond Proceed Disbursements List” page with the new entry 
saved or [Cancel] to discard changes and return to the ”Bond Proceed Disbursements List ” 
page. 

  

Delete Bond Proceed Disbursement 

Navigation 

Select Delete next to a specific record on the “Bond Proceed Disbursements” page to go to the “Delete 
Bond Proceed Disbursement” page. 
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1. Review the Bond Proceed Disbursement information. 

  

2. Select [Delete] to remove the data and go to the “Bond Proceed Disbursements List” page or 
[Cancel] to go to the “Bond Proceed Disbursements List” page without deleting the record. 

  

Bulk Load Bond Proceed Disbursements 

Navigation 

Select [Bulk Load] on the ”Bond Proceed Disbursements List” page to go to the “Bulk Load Bond Proceed 
Disbursements” page. 
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1. Your data must be included in the Excel Template provided. Select the Bulk Load Procurement 

Contracts template link to download the template.  
 
The Excel templates are provided from within PARIS to help with the process of loading your data, 
but they alone cannot guarantee that the data you enter will be valid. Most cells in the Excel 
templates that are provided by PARIS have some level of validation, however, this validation only 
functions when you actually type data in the cell, whereas you will probably be copying data into 
the Excel sheet from some other source, such as an extract from your database. Because the bulk 
loading of data is an overnight process, it is important that you understand the formats and values 
that the data should have before you submit the file for upload. It is highly recommended that you 
selectively check validation in rows that you have copied data into. There are popup comments in 
the Excel templates, and you may also log into PARIS and review the relevant fields that can be 
entered in the online screens. The input data must follow the same rules whether it is entered on-
line or by the bulk load facility.  
 
Other tips for bulk loading:  
 
-Columns whose names contain "*" are required and must have valid values for each record to be 
loaded. This will be consistent with the fields that are required by the on-line screens.  
-Do not enter blank lines in the spreadsheet, as a blank line (a line with no information) will be 
regarded as the end of the file. 
-Do not enter commas, letters or $ signs in numeric fields. Also do not enter values such as “N/A” 
or “-“ (hyphen) if there is no data for a field. This will trigger an error in the load if the field must 

be numeric.  
 
After you have completed entry of the data into the Excel worksheet/template, the worksheet must 
be saved as type "csv" in order to be uploaded to PARIS. To do this, select "Save As" from the 
"File" menu in Excel and select "CSV (comma delimited)" as the file type.  
 

2. Type the name of your saved data file into the area next to the "Select File" text area or click the 
[Browse] button to navigate to the file on your computer or network drive. 
 

3. Click [Submit] to upload the file or [Cancel] to cancel the operation. 
 

4. An email will be sent to you after the file has been processed indicating the status of the bulk load. 

No Bond Proceed Disbursements Confirmation  

Navigation 

Select [No Disbursements] on the “Bond Proceed Disbursements List” page to go to the “No Bond 
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Proceed Disbursements Confirmation” page 

 

1. Check the “Check here if the authority...” check box. 
  

2. Select [Save] to save and go to the “Bond Proceed Disbursements List” page or [Cancel] to 
return to the “Bond Proceed Disbursements List” page. 

  

OSC Data Request Submittal 

Overview 

 
To complete the OSC Data Request (Part 201) submittal, the CEO, CFO or another designated official of 
the Public Authority must acknowledge that the information contained in the submission is complete and 
accurate. The OSC Data Request Submittal link displays screens that authorized users can use to make 
this certification for the OSC Data Request. Some authorized users can subsequently view and enter 
reviewer information for the currently selected fiscal year.  
 

Navigation 

Select the OSC Data Request Submittal link on the left of the page. 
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1. Check the box at the top of the page to attest that you believe the information entered is correct. 

 

2. Internal Use Only: Check the boxes next to each Submittal Section to indicate that it has been 
reviewed and enter text into the reviewer comments area as needed. 
 

3. Click [Print] to print a copy for your records or [Submit] to submit the data. 

OSC Data Request Waiver 

 

Overview 

 
The OSC Data Request Waiver link allows authorized users to request, search for and view waivers for the 
OSC Data Request submittal. Waivers can be granted for timeliness, which allows for an extension of the 
due date of a specific item, and completeness, which excuses the Authority from submitting a specific item 
for a specific fiscal year. The OSC Data Request Waiver link displays screens for authorized users to 
create, search for and view waiver requests.  
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Navigation 

Select the OSC Data Request Waiver link on the left of the page. 
 
 

 
 

1. Review the instructions to determine which type of Waiver applies to your situation. 

 

2. For existing Waiver Requests find the correct row under the "Waiver Requests" table and click View 
to view the request or Modify to modify the request. 
 

3. To enter an new request click the [New] Button. 

  

  

Enter OSC Data Request Waiver Request 

Navigation 

Select the [New] button on the OSC Data Request page. 
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1. Select one the Waiver type options. 

 

2. Check the specific items to include in the waiver request. 
 

3. Enter information where applicable. Questions with “*” are required. 
 

4. Using the [Browse] button select the file to upload that contains your "Waiver Request Letter". 
 

5. Select [Save] to send the information or [Cancel] to cancel the request. 

View OSC Data Request Waiver Request 

 

Navigation 

Click on the View link next to a waiver request to view the waiver. 
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1. Review the Waiver Request Information 

 

2. Click [Modify] to make changes to the request or [Cancel] to return to the list of Waiver 
Requests. 

Modify OSC Data Request Waiver Request 

 

Navigation 

Click on the Modify link next to a waiver request to view the waiver. 
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1. Review the current Waiver Request information. 

 

2. Make changes as necessary. 
 

3. To upload a new "Waiver Request Letter", click the [Browse] button to chose the file to upload. 
 

4. Click [Save] to submit the changes or [Cancel] to keep the original information. 

Data Submittal Reports for OSC Data Request (Part 

201) 

  

Navigation  

Select the Report link on the “Select Fiscal Year” screen. This will show if a data submittal report for this 
data submittal has been previously created, and when. 

  

 

  

If a report is displayed, you may select [View Report] to display the data submittal report. To create a 
new report, select [Create New Report]. Select [Cancel] to return to the Select Fiscal Year page 
without generating a report.  PARIS will navigate back to the Select Fiscal Year page. If you have selected 
[Create New Report] to create a report, a confirmation message will be displayed, and you will receive 
an email notification when the report has completed. 
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OSC Budget Request (Part 203) 

Overview 

 
The OSC Budget Request (Part 203) tab is the entry point to public authority OSC Budget Request 
submittals by public authority fiscal year.  
 
Public authorities that are required by Regulation 2  

NYCRR Part 202 or 203 file their OSC budget submittal using this tab and the screens that follow.  
 
Note: Authorities are not considered to be in compliance until the CEO, CFO or another designated official 
of the Public Authority acknowledges that the information contained in this submission is complete and 
accurate using the OSC Budget Request Submittal link.  
 

Select Fiscal Year 

 

Navigation 

Select the "OSC Budget Request (Part 203)" tab. 
 

  

To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 

document of entered data that can be saved or printed, use the Report link in the Action column for the 
appropriate fiscal year.  
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Budget & Financial Plan Documents  
 

Overview 

As part of the OSC Budget Request (Part 203) submittal, authorities are asked to provide all budget and 
financial plan documents and a URL link to them, if available. The Budget & Financial Plan Documents link 
displays screens that authorized users can use to enter or view this information for the currently selected 
fiscal year.  
 

Navigation 

Select the Budget & Financial Plan Documents link on the left of the page. 
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1. Review the Budget & Financial Plan Documents information. 

  

2. Navigate through the documents in the “Current Document List” section by using the [Previous] 
and [Next] buttons as necessary. 
  

3. In the “Current Document List” select View  next to a document to open it in its native viewer (for 
example MS Word for .doc) or Delete to remove it. 
  

4. To add a document to the list, select [Browse] to locate and select it.   

5. Select [Update to List] to add the document to the list or [Clear] to remove it from the field. 
  

6. Select [Save] to save and refresh the “Budget & Financial Plan Documents” page. 

  

  

OSC Budget Request Submittal   

Overview 

To complete the OSC Budget Request (Part 203) submittal, the CEO, CFO or another designated official of 
the Public Authority must acknowledge that the information contained in the submission is complete and 
accurate. The OSC Budget Request Submittal link displays screens that authorized users can use to make 
this certification for the OSC Budget Request. Some authorized users can subsequently view and enter 
reviewer information for the currently selected fiscal year.  
 

Navigation 

Select the OSC Budget Request Submittal link on the left of the page. 
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1. Check the box at the top of the page to attest that you believe the information entered is correct. 

 

2. Internal Use Only: Check the boxes next to each Submittal Section to indicate that it has been 
reviewed and enter text into the reviewer comments area as needed. 
 

3. Click [Print] to print a copy for your records or [Submit] to submit the data. 

OSC Budget Request Waiver 

  

Navigation 

Select the OSC Budget Request Waiver link on the left of the page. 

  

1. Review the instructions to determine which type of Waiver applies to your situation. 

 

2. For existing Waiver Requests find the correct row under the "Waiver Requests" table and click View 
to view the request or Modify to modify the request. 
 

3. To enter an new request click the [New] Button. 

  

  

Enter OSC Budget Request Waiver Request 

Navigation 

Click [New] under the Budget Request Waiver List to enter a new Budget Request Waiver. 
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1. Select one of the “Waiver Type” options.  

2. Check the specific items to include in the waiver request.  

3. Enter information where applicable. Questions with “*” are required.  

4. Using the [Browse] button select the file to upload that contains your "Waiver Request Letter".  

5. Select [Save] to send the information or [Cancel] to cancel the request.  

View OSC Budget Request Waiver Request 

  

Navigation 

Click View next to the waiver in the Budget Request Waiver List to view the Budget Request Waiver. 
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1. Review the Waiver Request Information 
 

2. Click [Modify] to make changes to the request or [Cancel] to return to the list of Waiver 
Requests. 

Modify OSC Budget Request Waiver Request 

Navigation 

 
Click Modify next to the waiver in the Budget Request Waiver List to modify the Budget Request Waiver. 
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1. Review the current Waiver Request information. 

 

2. Make changes as necessary. 
 

3. To upload a new "Waiver Request Letter", click the [Browse] button to chose the file to upload. 
 

4. Click [Save] to submit the changes or [Cancel] to keep the original information. 

Data Submittal Reports for OSC Budget Request (Part 
203) 

  

Navigation  
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Select the Report link on the “Select Fiscal Year” screen. This will show if a data submittal report for this 
data submittal has been previously created, and when. 

 

  

If a report is displayed, you may select [View Report] to display the data submittal report. To create a 
new report, select [Create New Report]. Select [Cancel] to return to the Select Fiscal Year page 
without generating a report.  PARIS will navigate back to the Select Fiscal Year page. If you have selected 
[Create New Report] to create a report, a confirmation message will be displayed, and you will receive 
an email notification when the report has completed. 
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OSC Budget Impact Statement (Part 203)   

Overview 

 
The OSC Budget Impact Statement (Part 203) tab is the entry point to public authority budget impact 
statement submittals by public authority fiscal year. Public authorities that are required by Regulation 2 
NYCRR Part 202 or 203 file their OSC budget impact statements using this tab and the screens that follow.  

Select Fiscal Year  

Navigation 

Select the "OSC Budget Impact Statement (Part 203)" tab. 
 

 

To enter data, use the Select link in the Action column for the appropriate fiscal year. To generate a .PDF 
document of entered data that can be saved or printed, use the Report link in the Action column for the 
appropriate fiscal year.  

Budget Impact Statement 

Navigation 

Select the Budget Impact Statement (Part 203) tab and select the Budget Impact Statement link on the 
left side of the page to go to the “Budget Impact Statement” page. 
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1. Navigate through the documents in the “Current Document List” section by using the 

[Previous] and [Next] buttons as necessary. 
  

2. In the “Current Document List” select View next to a document to open it in its native view (for 
example MS Word for .doc) or Delete to remove it. 
  

3. To add a document to the list, select [Browse] to locate and select it.  
  

4. Select [Update to List] to add the information to the list or [Clear] to remove it from fields. 
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PACB  

Overview 

 
The PACB tab gives authorized users the ability to store and view information about Public Authorities 
Control Board projects, meetings and related documents.  

Search PACB Projects  

Navigation 

Select the “PACB” tab to go to the “Search PACB Projects” page. 
 

 
  

1. Enter search criteria into the fields. 

 
 Wildcard Search: Searches can be performed using the “?” as a wildcard. The wildcard can be 
used in the place of one or more characters in the search string. Partial name searches must 
include the wildcard. 
 

2. Select [Submit] to initiate the search, [Reset] to clear the fields, [New] to go to the “Enter 
PACB Project Information” page. 

Enter PACB Project Information 

 

Navigation 

 
Select [New] on the “Search PACB Projects” page to go to the “Enter PACB Project Information” page. 
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1. Enter information in the fields. Fields with “*” are required. 

  

2. Select [Save] to save information and return to the “Search PACB Projects” page or [Cancel] to 
discard data and return to the “Search PACB Projects” page. 

  

View PACB Project Information 

Navigation 
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Select View on the “Search PACB Projects” page to go to the “View PACB Project Information” 
page.

 

1. Review the project information. 
 

2. Select [Modify] to go to the “Modify PACB Project Information” page or [Cancel] to return to 
the “Search PACB Project” page. 

  

Modify PACB Project Information 

Navigation 

Select Modify on the “Search PACB Projects” page or [Modify] on the “View PACB Project Information” 
page to go to the “Modify PACB Project Information” page. 
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1. Update the appropriate information. Fields with “*” are required. 

 

2. Select [Save] to save the information and return to the “Search PACB Projects” page or 
[Cancel] to discard the data and return to the “Search PACB Project” page. 

  

Delete PACB Project Information 

Navigation 

 
Select Delete on the “Search PACB Projects” page to go to the “Delete PACB Project Information” page. 



  State of New York   

      

260 

PARIS User Manual 

 

1. Review the PACB Project information. 

 

2. Select [Delete] to delete the PACB Project record and go to the “Search PACB Projects” page or 
[Cancel] to return to the “Search PACB Projects” page. 

  

View PACB Project Meeting List 

Navigation 

Select View Meetings on the “Search PACB Projects” page to go to the “PACB Project Meeting List” page. 
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1. View the PACB Project Meeting list. 

2. Select [New] to go to the ”Enter PACB Project Meeting” page or [Cancel] to return to the 
“Search PACB Projects” page. 

3. Next to a specific PACB Project Meeting record, select View to go to the “View PACB Project 
Meeting” page, Modify to go to the “Modify PACB Project Meeting” page, or Delete to go to the 
“Delete PACB Project Meeting” page.  

Enter PACB Project Meeting 

Navigation 

Select [New] on the “PACB Project Meeting List” page to go to the “Enter PACB Project Meeting” page. 



  State of New York   

      

262 

PARIS User Manual 

 

1. Enter information about the PACB Project Meeting into the fields. Fields with “*” are required. 

 

2. For the question that requires an attachment, select [Browse] to locate and select it. 
 

3. Select [Update to List] to add the information to the list or [Clear] to remove it from the 
fields. 
 

4. Select [Save] to save information or [Cancel] to discard information and return to the “PACB 
Project Meetings List” page. 

  

View PACB Project Meeting 

Navigation 

Select View on the “PACB Project Meetings List” page to go to the “View PACB Project Meeting” page.  
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1. Review the PACB Project Meeting information. 

 

2. Select [Modify] to go to the “Modify PACB Project Meeting” page, or [Cancel] to return to the 
“PACB Project Meetings List” page. 

Modify PACB Project Meeting 

Navigation 

Select Modify on the “PACB Project Meetings List” page or [Modify] on the “View PACB Project Meeting” 
page to go to the “Modify PACB Project Meeting” page. 
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1. Update the appropriate information. 

 

2. Select [Save] to save updates or [Cancel] to discard information and return to the “PACB 
Project Meetings List” page. 

  



  State of New York   

265 
PARIS User Manual 

  

Deleting PACB Project Meeting 

Navigation 
Select Delete on the “PACB Project Meetings List” to go to the “Delete PACB Project Meeting” page. 

 
1. Review the PACB Project Meeting information. 

  

2. Select [Delete] to remove the specific PACB Project Meeting record or [Cancel] to return to 
“PACB Project Meetings List” page. 

  



  State of New York   

      

266 

PARIS User Manual 

Authority Schedule 

 Overview 

 
The "Authority Schedule" tab gives authorized users access to screens for creating new authority fiscal 
year schedules (fiscal year end dates), and viewing and modifying those for previously existing schedules.  

Authority Schedule List 

Navigation 

 
Select the "Authority Schedule" tab. 

 

1. Review the Authority Schedule information. 

 

2. Select Modify next to the specific record to go to the “Modify Authority Schedule” page. 
 

3. When no authority schedule has been entered for the selected authority, select [New] to go to 
the “Enter Authority Schedule” page. 

Enter Authority Schedule 

  

Navigation 

 
Select [New] on the “Authority Schedule List” page to go to the “Enter Authority Schedule” page. 
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1. Enter the Fiscal Year Begin date. 
 

2. Enter the Fiscal Year End date. 
 

3. Select [Save] to save and go to the “Authority Schedule List” page or [Cancel] to discard 
changes and go to the “Authority Schedule List” page. 

Modify Authority Schedule 

Navigation 

 
Select  Modify next to the specific record on the “Authority Schedule List” page to go to the “Modify 
Authority Schedule” page. 
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1. Update the Fiscal Year End Date information. 

 

2. Select [Save] to save and go to the “Authority Schedule List” page or [Cancel] to discard 
changes and return to the “Authority Schedule List” page. 
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Contracts Interface   

Overview 

 
The Contracts Interface tab gives authorized users access to screens for viewing authority contract 
information retrieved from contract information systems at OSC.  

  

View Contracts Information 

Navigation 
Select the “Contracts Interface” tab to go to the “View Contracts Information” page. 
 

 

  

1. Enter the appropriate criteria for the search in the fields. Fields with “*” are required. 
 
Wildcard Search: Searches can be performed using the “?” as a wildcard. The wildcard can be 
used in the place of one or more characters in the search string. Partial name searches must 
include the wildcard. 
 
  

2. Select [Submit] to initiate the search or select [Cancel] to return to the “Contracts Interface” 
tab. 
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ERS Interface   

Overview 

The ERS Interface tab gives authorized users access to screens for viewing employee retirement 
information retrieved from the Employee Retirement System at OSC. 

Employee Retirement System Search 

Navigation 

 
Select the “Contracts Interface” tab to go to the “View Contracts Information” page. 
 

  

1. Enter the Salary Range and additionally the First and Last name of the Employee. 

 
Wildcard Search: Searches can be performed using the “?” as a wildcard. The wildcard can be 
used in the place of one or more characters in the search string. Partial name searches must 
include the wildcard. 

2. Matching results will be displayed in the "Search Results" area. 

3. Click on the Select link next to an Employee in the list and the salary information will be displayed 
in the "Employee Name" area below. 

4. You may use the [Previous] and [Next] buttons to navigate through the lists. 
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List of Notifications 

  

Overview  

  

This use case describes the process by which PARIS provides a variety of notifications of events and 
deadlines to various users via email. PARIS provides two kinds of notifications:  
 

  “Real Time” Notifications triggered by user events, such as certification of a data submittal.  

  Batch Notifications triggered by calendar events, such as approach of a submittal deadline . 

  

Authorization 

Notifications are generated by the PARIS application without user intervention, so any of the users listed 
below may see them. There are no authorization rules.  

  

  

Item Event Description Days Prior or 
Post 

Recipient(s) (TO)  

1 A Public Authority has 

been added to the 

PARIS system Class 

C) 

0 (Real 

Time) 

OSC PARIS ABO Superusers OSC PARIS 

BPA Superusers OSC PARIS LGSED 

Superusers  

2 A data submittal is 

due. 

90 days, 30 

days & 7 

days prior to 

due date  

Public Authority Certifier and Preparers 

(as designated by the authorities) 

3 A public authority has 

completed and 

certified a data 

submittal  

0 (Real 

Time) 

OSC PARIS BPA Superusers if the 

authority is subject to OSC regulation 

OSC PARIS LGSED Superusers if the 

authority is an IDA OSC PARIS ABO 

Superusers for any authority submitting 

a Certified Financial Audit  

4 A public authority has 

been marked as 

inactive or dissolved 

in PARIS 

0 (Real 

Time) 

OSC PARIS ABO Superusers OSC PARIS 

BPA Superusers OSC PARIS LGSED 

Superusers  

5 A waiver is either 

granted or denied 

0 (Real 

Time) 

Public authority employee identified as 

waiver contact in the waiver request. cc: 

OSC PARIS BPA Superusers  

6 A waiver has expired 1 week prior Public authority employee identified as 

waiver contact in the waiver request. cc: 

OSC PARIS BPA Superusers  

7 A waiver has been 

requested by an 

authority 

0 (Real 

Time) 

OSC PARIS BPA Superusers 

8 Updated State 

financial assistance 

data should be 

retrieved from the 

OSC Bureau of 

Accounting 

June 1 OSC PARIS BPA Superusers 



  State of New York   

      

272 

PARIS User Manual 

Item Event Description Days Prior or 
Post 

Recipient(s) (TO)  

9 A public authority has 

indicated that they 

have modified, 

created or terminated 

a subsidiary during 

their fiscal year 

0 (Real 

Time) 

OSC PARIS ABO Superusers OSC PARIS 

BPA Superusers OSC PARIS LGSED 

Superusers  

10 The State-Supported 

Debt dropdown list in 

PARIS should be 

updated with new 

programs added in 

the Enacted Budget 

(see Capital Financial 

Plan). 

May 1 OSC PARIS BPA Superusers 

11 An authority has 

modified contact 

information. 

0 (Real 

Time) 

OSC PARIS BPA Superusers should be 

notified for Class A, B and D authorities. 

OSC PARIS LGSED Superusers should be 

notified for Class C authorities. OSC 

PARIS ABO Superusers should be notified 

for all authorities.  

12 An authority’s data 

submission has been 

set to “Resubmit” 

status. 

0 (Real 

Time) 
Public Authority Certifier cc: OSC PARIS 

ABO Superusers OSC PARIS BPA 

Superusers OSC PARIS LGSED 
Superusers  
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ABO Authorization Matrix 
 

PARIS Screen ABO_Superuser ABO_View-Only 

  Access * Access * 

Authority Home Page 
 ● 

Search for Authority 
 ● 

OSC Audits & Reports ● ● 
OSC Audits ● ● 
OSC Reports ● ● 

Authority Information 
 ● 

Create Subsidiary Relationship 
 ● 

Authority Schedule 
 ● 

State Financial Assistance 
 ● 

PACB   
Contracts Interface   
ERS Interface   
Budget Report 

 ● 
Budget Report Report ❍ ● 
Budget & Financial Plan ❍ ● 
Link to Budget Report ❍ ● 
Budget Report Submittal Certification ❍  
Budget Report Submittal Review 

 ● 
OSC Budget Request (Part 203) 

 ● 
OSC Budget Request (Part 203) Report ❍ ● 
Budget & Financial Plan Documents ❍ ● 
OSC Budget Request Submittal Certification ❍  
OSC Budget Request Submittal Review ❍ ● 
OSC Budget Request Waiver ❍ ● 

OSC Budget Impact Statement (Part 203) 
 ● 

Budget Impact Statement 
 ● 

Annual Report 
 ● 

Annual Report Report ❍ ● 
Governance Information (Authority-related) ❍ ● 
Governance Information (Board-related) ❍ ● 
Board of Directors ❍ ● 
Employees ❍ ● 
Benefit Information ❍ ● 
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Subsidiary Verification ❍ ● 
Summary Financial Information ❍ ● 
Current Debt ❍ ● 
New Debt Issuances ❍ ● 
Schedule of Debt ❍ ● 
Real Property Acquisition/Disposal ❍ ● 
Personal Property Disposal ❍ ● 
Property Documents ❍ ● 
IDA Projects 

+ ❍ ● 
Annual Report Submittal Certification ❍  
Annual Report Submittal Review ❍ 

Procurement Report 
 

Procurement Report Report ❍ 

Procurement Contracts ❍ 

Procurement Guidelines ❍ 

Procurement Report Submittal Certification ❍  
Procurement Report Submittal Review ❍ ● 
Procurement Report Waiver ❍ ● 

Investment Report 
 ● 

Investment Report Report ❍ ● 
Investment Information ❍ ● 
Investment Report Submittal Certification ❍  
Investment Report Submittal Review ❍ ● 
Investment Report Waiver ❍ ● 

Certified Financial Audit 
 ● 

Certified Financial Audit Report ❍ ● 
Financial Documents ❍ ● 
Certified Financial Audit Submittal Certification ❍  
Certified Financial Audit Submittal Review ❍ ● 
Certified Financial Audit Waiver ❍ ● 

OSC Data Request (Part 201) 
 ● 

OSC Data Request (Part 201) Report ❍ ● 
Procurement-Related Information ❍ ● 
Planned Debt ❍ ● 
Planned Debt Issuances ❍ ● 
Debt Service Reserve ❍ ● 
Debt-Related Documents ❍ ● 
State Support & Cost Recovery ❍ ● 
State GO Bond Proceed Receipts ❍ ● 
Bond Proceed Disbursements ❍ ● 
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OSC Data Request Submittal Certification ❍  
OSC Data Request Submittal Review ❍ ● 
OSC Data Request Waiver ❍ ● 

Key:  

Indicates some level of access to this screen (read access) 

 Indicates update access (may be depending on submittal status, see below) 
+ IDA’s only 
* Access may be further determined by status of the data submittal (i.e. Unsubmitted, Certified) 
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OSC Authorization Matrix 
  

PARIS Screen 
OSC 

 Superuser LGSED Superuser 
OSC 

 View-Only 
OSC 

 Data_Entry Reviewer 

  Access * Access * Access * Access * Access * 

Authority Home Page ❍ ❍ ● ❍  
Search for Authority ❍ ❍ ● ❍  
OSC Audits & Reports ● ● ● ●  

OSC Audits ❍ ● ● ❍  
OSC Reports ❍ ● ● ❍  

Authority Information ❍  ●   
Create Subsidiary Relationship ❍ ❍ ●   
Authority Schedule ❍ ❍ ●   
State Financial Assistance ❍ ● ● ❍  
PACB ❍ ● ● ❍  
Contracts Interface ● ● ●   
ERS Interface ● ● ●   
Budget Report ● ● ●   

Budget Report Report 
  ●   

Budget & Financial Plan 
  ●   

Link to Budget Report 
  ●   

Budget Report Submittal Certification 
     

Budget Report Submittal Review 
  ●  

OSC Budget Request (Part 203) ● ● ●   
OSC Budget Request (Part 203) Report ❍ ❍ ●   
Budget & Financial Plan Documents ❍ ❍ ●   
OSC Budget Request Submittal Certification ❍ ❍    
OSC Budget Request Submittal Review ❍ ❍ ●  

OSC Budget Request Waiver ❍ ❍ ●   
OSC Budget Impact Statement (Part 203) ● ● ●   

Budget Impact Statement ❍ ❍ ●   
Annual Report ● ● ●   

Annual Report Report ❍ ❍ ●   
Governance Information (Authority-related) ❍ ❍ ●   
Governance Information (Board-related) ❍ ❍ ●   
Board of Directors ❍ ❍ ●   
Employees ❍ ❍ ●   
Benefit Information ❍ ❍ ●   
Subsidiary Verification ❍ ❍ ●   
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Summary Financial Information ❍ ❍ ●   
Current Debt ❍ ❍ ●   
New Debt Issuances ❍ ❍ ●   
Schedule of Debt ❍ ❍ ●   
Real Property Acquisition/Disposal ❍ ❍ ●   
Personal Property Disposal ❍ ❍ ●   
Property Documents ❍ ❍ ●   
IDA Projects 

+ ❍ ❍ ●   
Annual Report Submittal Certification ❍ ❍    
Annual Report Submittal Review ❍ ❍ ●  

Procurement Report ● ● ●   
Procurement Report Report ❍ ❍ ●   
Procurement Contracts ❍ ❍ ●   
Procurement Guidelines ❍ ❍ ●   
Procurement Report Submittal Certification ❍ ❍    
Procurement Report Submittal Review ❍ ❍ ●  

Procurement Report Waiver ❍ ❍ ●   
Investment Report ● ● ●   

Investment Report Report ❍ ❍ ●   
Investment Information ❍ ❍ ●   
Investment Report Submittal Certification ❍ ❍    
Investment Report Submittal Review ❍ ❍ ●  

Investment Report Waiver ❍ ❍ ●   
Certified Financial Audit ● ● ●   

Certified Financial Audit Report ❍ ❍ ●   
Financial Documents ❍ ❍ ●   
Certified Financial Audit Submittal Certification ❍ ❍    
Certified Financial Audit Submittal Review ❍ ❍ ●  

Certified Financial Audit Waiver ❍ ❍ ●   
OSC Data Request (Part 201) ● ● ●   

OSC Data Request (Part 201) Report ❍ ❍ ●   
Procurement-Related Information ❍ ❍ ●   
Planned Debt ❍ ❍ ●   
Planned Debt Issuances ❍ ❍ ●   
Debt Service Reserve ❍ ❍ ●   
Debt-Related Documents ❍ ❍ ●   
State Support & Cost Recovery ❍ ❍ ●   
State GO Bond Proceed Receipts ❍ ❍ ●   
Bond Proceed Disbursements ❍ ❍ ●   
OSC Data Request Submittal Certification ❍ ❍    
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OSC Data Request Submittal Review ❍ ❍ ●  

OSC Data Request Waiver ❍ ❍ ●   
Key:  

Indicates some level of access to this screen (read access) 

 Indicates update access (may be depending on submittal status, see below) 
* Access may be further determined by status of the data submittal (i.e. Unsubmitted, Certified) 
+ IDA’s only 



  State of New York   

279 
PARIS User Manual 

  

Public Authority Authorization Matrix 

PARIS Screen PA_Certifier PA_Preparer PA_View-Only 

  Access * Access * Access * 

Authority Home Page ❍ ❍ ❍ 
Search for Authority ● ● ● 
OSC Audits & Reports ● ● ● 

OSC Audits ● ● ● 
OSC Reports ● ● ● 

Authority Information    
Create Subsidiary Relationship ● ● ● 
Authority Schedule    
State Financial Assistance ● ● ● 
PACB    
Contracts Interface    
ERS Interface    
Budget Report ● ● ● 

Budget Report Report ❍ ❍ ● 
Budget & Financial Plan ❍ ❍ ● 
Link to Budget Report ❍ ❍ ● 
Budget Report Submittal Certification 

   
Budget Report Submittal Review    

OSC Budget Request (Part 203) ● ● ● 
OSC Budget Request (Part 203) Report ❍ ❍ ● 
Budget & Financial Plan Documents ❍ ❍ ● 
OSC Budget Request Submittal Certification 

   
OSC Budget Request Submittal Review    
OSC Budget Request Waiver ❍ ❍ ● 

OSC Budget Impact Statement (Part 203) ● ● ● 
Budget Impact Statement ❍ ❍ ● 

Annual Report ● ● ● 
Annual Report Report ❍ ❍ ● 
Governance Information (Authority-related) ❍ ❍ ● 
Governance Information (Board-related) ❍ ❍ ● 
Board of Directors ❍ ❍ ● 
Employees ❍ ❍ ● 
Benefit Information ❍ ❍ ● 
Subsidiary Verification ❍ ❍ ● 
Summary Financial Information ❍ ❍ ● 
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Current Debt ❍ ❍ ● 
New Debt Issuances ❍ ❍ ● 
Schedule of Debt ❍ ❍ ● 
Real Property Acquisition/Disposal ❍ ❍ ● 
Personal Property Disposal ❍ ❍ ● 
Property Documents ❍ ❍ ● 
IDA Projects 

+ ❍ ❍ ● 
Annual Report Submittal Certification 

   
Annual Report Submittal Review    

Procurement Report ● ● ● 
Procurement Report Report ❍ ❍ ● 
Procurement Contracts ❍ ❍ ● 
Procurement Guidelines ❍ ❍ ● 
Procurement Report Submittal Certification 

   
Procurement Report Submittal Review    
Procurement Report Waiver ❍ ❍ ● 
Investment Report ● ● ● 

Investment Report Report ❍ ❍ ● 
Investment Information ❍ ❍ ● 
Investment Report Submittal Certification ❍   
Investment Report Submittal Review    
Investment Report Waiver ❍ ❍ ● 

Certified Financial Audit ● ● ● 
Certified Financial Audit Report ❍ ❍ ● 
Financial Documents ❍ ❍ ● 
Certified Financial Audit Submittal Certification ❍   
Certified Financial Audit Submittal Review    
Certified Financial Audit Waiver ❍ ❍ ● 

OSC Data Request (Part 201) ● ● ● 
OSC Data Request (Part 201) Report ❍ ❍ ● 
Procurement-Related Information ❍ ❍ ● 
Planned Debt ❍ ❍ ● 
Planned Debt Issuances ❍ ❍ ● 
Debt Service Reserve ❍ ❍ ● 
Debt-Related Documents ❍ ❍ ● 
State Support & Cost Recovery ❍ ❍ ● 
State GO Bond Proceed Receipts ❍ ❍ ● 
Bond Proceed Disbursements ❍ ❍ ● 
OSC Data Request Submittal Certification ❍   
OSC Data Request Submittal Review    
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OSC Data Request Waiver ❍ ❍ ❍ 

Key:  

Indicates some level of access to this screen (read access) 

 Indicates update access (may be depending on submittal status, see below) 
* Access may be further determined by status of the data submittal (i.e. Unsubmitted, Certified) 
+ IDA’s only 


